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Part 1 - GENERAL INFORMATION
BB-100 Scope.

This appendix establishes policy, assigns responsibilities
and prescribes implementing procedures for soliciting and
evaluating offeror’s proposas for other than maor acquisi-
tions conducted by Air Force contracting activities. This
appendix implements Federal Acquisition Regulation (FAR)
Subpart 15.6, Source Selection, and fulfills the responsibili-
ties of the Air Force agency head for source selection con-
tained in FAR 15.604(a) and 15.612(b).

BB-101 Applicability.

This appendix is intended to be used in operational, logis-
tics, environmental and laboratory environments, as well as
for lower-dollar systems acquisitions, which are competitive
negotiated procurements below the thresholds of AFFARS
Appendix AA (See AA-101) or procurements in which the
source selection authority decides that use of Appendix BB
would be more appropriate than Appendix AA. AFFARS
Appendix BB describes procedures for a less complex
source selection. If the SSA determines that a Source
Selection Advisory Council (SSAC) and a Source Selection
Evaluation Board (SSEB) are appropriate, the procedures
applicable to the SSAC and SSEB are addressed in
Appendix AA. Each MAJCOM and FOA/DRU having con-
tracting authority is encouraged to establish specific proce-
dures implementing this appendix (e.g. establishing lower
dollar thresholds) in order to tailor the process for its own
individual requirements and organization. The policies and
procedures in this appendix need not be applied to acquisi-
tions for basic research; acquisitions under $5 million; or
any other acquisition for which the Head of the Contracting
Activity (HCA) determines to be inappropriate. Those acqui -
sitions will use FAR 15.6 procedures. The use of these pro-
cedures for architect-engineer servicesis prohibited.

BB-102 Objective of the Sour ce Selection Process.

The objective of the source selection process is to select
the source whose proposal has the highest degree of credibil -
ity and whose performance can be expected to best meet the
government’s requirements at an affordable cost. The pro-
cess must provide an impartial, equitable, and comprehen-
sive evaluation of the competitors proposals and related
capabilities. The process should be accomplished with mini-
mum complexity and maximum efficiency and effectiveness.
This process contemplates the use of resources proportional
to the less complex nature of the applicable acquisitions.
Price analysis techniques should generally be adequate for
these requirements; if adequate price competition is antici-
pated, certified cost and pricing data shall not be required,

although data sufficient to accomplish cost realism analysis
may be requested. Y ou must have a sufficient number of dis-
criminators to be able to adequately evaluate the proposals.
Generally, you do not need as many criteria as in major
source selections; however, the individual requirement
should be considered when establishing criteria. The source
selection should be structured to balance technical, financial,
and economic or business considerations consistent with the
requirement, and business and legal constraints.

BB-103 Terms Explained.

a. Acquisition Plan (AP). A comprehensive plan for fulfill -
ing agency needs in a timely manner and at a reasonable
cost. The acquisition plan contains the overall strategy for
managing the acquisition. (See FAR Part 7 and supple-
ments.)

b. Acquisition Strategy Panel (ASP). A group of functional
experts who serve in an advisory capacity by reviewing and
recommending acquisition strategies for a specific product or
service.

c. Advisors. Government or non-government personnel,
designated by the SSA who provide advice to the SSA or
Source Selection Evaluation Team (SSET).

d. Assessment Criteria. Evaluation criteria which are used
by evaluators in performing the technical evaluation by relat-
ing certain aspects of an offeror’s proposal to specific evalu-
ation criteria.

e. Best and Final Offer (BAFO). A final proposal submis-
sion by al offerors in the competitive range submitted at a
common cut-off date at the request of the Contracting
Officer after conclusion of discussions. (See FAR 15.611 and
supplements.)

f. Best Value. Most advantageous offer, price and other fac-
tors considered. Provides the best mix of utility, technical
quality, business aspects, risks, and price for a given require-
ment.

g. Clarification. Data, generally of an administrative
nature, provided to resolve inadequate proposal content or
contradictory statements in the proposal

h. Contract Team. A group of government personnel within
the Source Selection Evaluation Team (SSET) who are
responsible for evaluating cost (price) proposals and negoti-
ating the contracts.

i. Deficiency. For the purposes of source selection actions,
a“deficiency” is defined as any part of an offeror’s proposal
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which, when compared to a pertinent standard, fails to meet
the government’s minimum level of compliance.

j- Essential Characteristics or Baseline Requirements. A
qualitative/quantitative measure that describes the bottom
of the range of each requirement or effort as set forth in the
Statement of Work or the Performance Work Statement.

k. Evaluation Criteria. The basis for measuring each
offerors’ ability, as expressed in its proposal, to meet the
government’s needs as stated in the solicitation.

|. Evaluation Standards. A standard establishes auniform
baseline against which each offeror’s solution is compared
to determine its value to the government.

m. Genera Consideration. An area of evaluation in the
source selection that typically relates to issues such as pro-
posed contractual terms and conditions, results of preaward
surveys, and other surveys or reviews.

n. Minimum Mandatory Requirement. The absolute low-
est threshold acceptable in performance and capability.

0. Performance Risk. The assessment of an offeror’s pre-
sent and past work record to assess confidence in the offer-
or’'s ability to successfully perform as proposed.

p. Proposal Analysis Report. The report prepared by the
source selection evaluation team during the source selec-
tion that fully documents the results of the technical evalu-
ation, cost analysis, and contract/business issues resolu-
tions.

g. Proposa Risk. The risks that are identified with an
offeror’s proposed approach as it relates to accomplishing
the requirements of the solicitation.

r. Solicitation Review Process. Review of Draft Requests
for Proposals (DRFP) (if used), Requests for Proposals
(RFPs) and other documentation for selected acquisitions
by a group of highly qualified government officials to
ascertain among other things that excessive or nonessential
requirements are eliminated; that the solicitation clearly
describes what the government plans to buy; and that busi-
ness management considerations are properly incorporated.

s. Source Selection Authority (SSA). The official desig-
nated to direct the source selection process and make the
source selection decision.

t. Source Selection Evaluation Team (SSET). A group of

government personnel representing the various functional
and technical disciplines relevant to the acquisition that
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evaluates proposals and reports its findings to the SSA.

u. Source Selection Plan (SSP). A plan, approved by the
SSA, that describes in detail how source selection person-
nel are organized, how the proposals will be evaluated and
analyzed, and how the source or sources will be selected.

v. Specific Criteria. A subset of evaluation criteria that
relate to specific requirement’ s characteristics. Specific cri-
teria typically are divided into technical and/or manage-
ment areas. These areas are divided into factors, which are
further divided into subfactors and elements, as necessary,
depending on the complexity of the factor being eval uated.

w. Strength. A significant, outstanding, or exceptional
aspect of an offeror’'s proposal that exceeds the evaluation
standard. It provides a useful capability that will be includ-
ed in the specification, or statement of work, or is inherent
in the offeror’s process.

X. Weakness. An aspect of or omission from an offeror’'s
proposal that contributes to a deficiency in meeting an eval-
uation standard or is otherwise a shortcoming of the pro-
posal that will degrade contract performance.

BB-104 Palicies. The following policies apply:

a. It is Air Force policy to provide for full and open com-
petition, or when full and open competition is not possible
(see FAR Parts 6 and 19), to obtain competition to the max-
imum extent practicable.

b. The SSA shall be presented with sufficient in-depth
information on each of the competing offerors and their
proposals to permit areasoned, rational selection decision.

c. The SSET should include personnel possessing broad
experience in specific fields, such as appropriate technical
or functional specialties related to the statement of work,
finance, logistics, law and contracting. Only fully qualified
personnel possessing the professional skills and knowledge
required for an objective evaluation and assessment of
offeror’s proposals should be selected to participate on the
SSET.

d. The senior person from the office responsible for the
requirement most knowledgeable about the requirement is
usually designated the SSET chairperson.

e. Early industry involvement including the use of draft
RFPs (when appropriate) is recommended to obtain com-
ments. The contracting officer may request industry feed-
back on contract type, performance, schedule, Contract
Data Requirements Lists (CDRLS), specifications, state-
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ments of work, and other requirements that impact costs or
restrict technical solutions. Equal access for all potentia
offerors must be afforded and a cut-off date will be estab-
lished for receipt of comments to permit government evalu-
ation and incorporation of accepted changes into the formal
solicitation. The personnel responsible for the requirement
shall evaluate recommendations, make appropriate changes
in conjunction with the contracting officer and provide
written feedback to industry on disposition of the recom-
mendations within a predetermined timeframe.

f. The rating system used in evaluating and analyzing
proposals shall be described in the SSP. The rating system
shall be structured to evaluate whether the offeror’ s propos-
al meets the evaluation criteriain Section M of the RFP, as
well as the strengths, weaknesses and risks associated with
each proposal. The rating system must at a minimum
include written narratives at the factor level and subfactor
level and descriptive color coding at the factor level. (See
paragraph BB-304.) The objective of the rating system isto
display an assessment of all important aspects of the offer-
or's proposal as they relate to Section M criteria. Since
numerical rating systems do not allow consideration of all
possible variables associated with a source selection, they
should not be used. The objective of the evaluation is to
provide a true assessment of the value the proposed effort
to the Government. If a strength is noted during technical
evaluation, the government must be assured of receiving
the benefits associated with the strength under the contract.
If we are not going to receive a benefit, it is not a strength.

0. Evaluation criteria include cost(price) criterion, specif-
ic criteria, and assessment criteria. These criteria should
include those things considered important to the customer
about the specific requirement, such as quality of service,
environmental considerations, manpower, personnd, poli-
cies, procedures, and management. General considerations,
combined with use of the evaluation criteria, provide an
integrated assessment that forms the basis for award.
General condderations shall be ranked to describe if the
considerations are of equal importance or if one or more
are of more importance than any other. Pagt performance
shall not be used as a general consideration if past perfor-
mance is assessed as performance risk or as a separate spe-
cific evaluation criteria Section M of the solicitation shall
clearly state how general considerations will be used to
evauate each offeror’s proposal.

h. When baseline requirements are used, and an offeror
does not meet the essential characteristics or baseline
requirements, the Government may still consider their
offer; however, it will be rated as less technically accept-
able than offers that meet the essential characteristics or
baseline requirements.

i. Except where awvard without discussions is planned in
accordance with FAR 15.610, and a statement to that effect
has been inserted in the RFP, you shall conduct written or
oral discussions with all offerors in the competitive range.
These discussions should lead to submission of BAFQOs,
which will culminate in signed contractual documents rep-
resenting the firm commitment of each such offeror.

j- The use of auctioning techniques, such as indicating to
an offeror a price which must be met to obtain further con-
sideration, or informing an offeror that its price is not low
in relation to that of another offeror, are strictly prohibited.
This prohibition does not preclude discussing price or cost
elements that are not clear or appear to be unreasonable or
unjustified. Discussions may encour age offerors to put for-
ward their most favorable price proposals. However, the
price elements of any other offeror must not be discussed,
disclosed, or compared. Technical leveling and technical
transfusion through discussions with offerors are also
strictly prohibited (See FAR 15.610(d) and (€)).

k. The request for BAFO must not be used as either an
auctioning technique or to pressure offerors to lower
prices. All changes in price, technical approach, or terms
and conditions at BAFO must be substantiated by offerors.
The common cut-off date for conclusion of discussions and
requests for a BAFO must be scheduled to ensure that all
competitors have an equal opportunity for discussion.

I. The techniques in this appendix shall not be used when
award will be made to the lowest cost technically accept-
able offer, because this acquisition method does not include
an integrated assessment. (See AFFARS 5315.605(c)(90).

BB-105 Sour ce Selection Authority (SSA). The SSA will
be the HCA, commander of FOAS/DRUS, the PEO, or
DAC with power of delegation to lower levels on a case by
case basis or blanket basis. The delegation must be in writ-
ing. Blanket delegations may be done by command guid-
ance. SSAs should be of sufficient grade and hold positions
which enable them to be familiar with the objectives of the
work being contracted.

BB-106 Source Selection Organization. When using
these procedures, a separate source selection organization
and management chain of command (SSA and SSET) shall
be established for each source selection. Personnel
assigned to source selections will not reveal source selec-
tion information to personnel outside of the source selec-
tion in their normal chain of command. The organization
must be structured to ensure continuity, and to provide for
active ongoing involvement of appropriate contracting,
technical, logistics, legal, cost, and other functional staff
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management expertise. See Attachment 1 for a diagram of
a typical source selection organization. The source selec-
tion organization must be consistent with the organization
described in the SSP. The SSET is comprised of atechnical
team and a contracts team. Each team may contain as few
asone person in BB source selections.

BB-107 Responsibilities and Duties. A successful source
selection requires teamwork. Members of the SSET from
all disciplines must work together to ensure that the SSA is
presented an accurate integrated assessment of each offer-
or's proposal in accordance with Section M of the RFP.
Each member shall be given access to the full range of
evaluation tools available, including the advice of person-
nel in other disciplines who serve as source selection advi-
sors. The listing of key responsibilities and duties below
are not in chronological order. Their sequence can vary
widely depending upon the circumstances surrounding a
given source selection.

a. The SSA is responsible for the proper and efficient
conduct of the entire source selection process encompass-
ing proposal solicitation, evaluation, selection and contract
award. The SSA has, subject to law and applicable regula
tions, full responsibility and authority to select source(s)
for award and approve the execution of contracts. The SSA
shall:

(1) Review and approve in writing the SSP including
any special instructions or guidance regarding solicitation
provisions, contract clauses and objectives before rel ease of
the RFP,

(2) Approve members and advisors selected by the
SSET Chairperson;

(3) Provide the SSET with guidance and instructions
for conducting the source selection;

(4) Caution al involved in the source selection of the
consequences of unauthorized disclosure of source selec-
tion information;

(5) Approve the Contracting Officer’'s competitive
range determination. This approval may be delegated to the
SSET chairperson (without further delegation) except that
authority to exclude any offeror from the competitive range
(at any time during the source selection process) is not del-
egable;

(6) Make selection decisions and document the support-
ing rationale in the Source Selection Decision Document;

(7) Coordinate on any Contracting Officer decision to
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request more than one BAFO. (See 5315.611);
b. The SSET Chairperson shall:

(1) Ensure that personnel resources and time assigned
to source selection reflect the complexity of the require-
ment;

(2) Appoint members and advisors to the SSET, subject
to approval of the SSA;

(3) Ensure that all persons receiving source selection
information are instructed to comply with applicable stan-
dards of conduct (see paragraph BB-403);

(4) Designate the chairperson of each SSET technical
evaluation team and approve structure of the SSET techni-
cal evaluation teams;

(5) Review and approve the evaluation standards and
rank order of criteria developed by the personnel responsi-
ble for the requirement;

(6) Review and recommend approval of the SSP to the
SSA;

(7) Serve as a member of the solicitation review pro-
Cess;

(8) Ensure that SSET and advisors are briefed on their
responsibilities before any proposal is reviewed, including
details on how the evaluation will be conducted;

(9) Convene the SSET to analyze offers and develop the
PAR for submission to the SSA;

(10) Review the Contracting Officer’s competiti ve range
determination and provide comments to the SSA;

(11) Review and approve issuance of Deficiency
Reports (DRS) (See paragraph BB-306);

(12) Review and approve Clarification Requests (CRs)
(See paragraph BB-307);

(13) Provide briefings and consultation at the request of
the SSA;

(14) Offer a recommendation for contract awvard for the
SSA's consideration, but only when regquested by the SSA;

(15) Ensure that a Source Selection Decision Document
is prepared for the SSA’s signature, unless otherwise direct-
ed by the SSA;
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(16) Ensure that all source selection team members
execute the Source Selection Information Briefing
Certificate (See Attachment 10);

(17) When award is made without discussions, review
any deficiencies of the other offerors with the SSA and

(18) Approve the technical content of the forma con-
tractor debriefing.

c. The SSET shall:

(1) Include a Contract Team as an integral part of the
SSET. The Contracting Officer normally will be appointed
the head of the Contract Team;

(2) Conduct an in-depth review and evaluation of each
proposal, any proposal revisions, and any BAFO against
the solicitation requirements as set forth in section M of the
RFP, the approved evaluation criteria, and the evaluation
standards, generating CRs/DRs in the process;

(3) Provide briefings and consultations concerning the
evauation as required by the SSA or SSET Chairperson;

(4) Prepare and submit the Proposal Analysis Report to
the SSET Chairperson for review; and

(5) Not recommend an awardee to the SSA, unless
specifically requested by the SSA.

d. The personnel responsible for the requirement shall:

(1) Develop the acquisition strategy in conjunction with
the contracting officer, and prepare the AP (when required
by FAR 7.103 as supplemented) and SSP;

(2) Propose the evaluation criteria for SSA approval as
part of the SSP;

(3) Propose the relative importance of the evaluation
criteriain the SSP and, in conjunction with the contracting
officer, develop the specific language to be included in
Section M of the solicitation;

(4) Propose evaluation standards that relate to the eval-
uation criteriain Section M of the RFP;

(5) Develop screening criteria (if desired or required by
regulations) for establishing a source list and include the
screening criteriain the SSP;

(6) Prepare the SSP for approval by the SSA after it is

coordinated with appropriate senior source selection advi-
Sors;

(7) Prepare and furnish to the SSET an independent
Government assessment of potential proposal risks before
receipt of proposals, and

(8) Prepare the Statement of Work or Performance
Work Statement with all supporting attachments and docu-
mentation.

e. The Contracting Officer shall:

(1) Chair the Contract Team and be responsible for all
business aspects of the procurement;

(2) Prepare any required requests for delegation;
(3) Initiate and schedule the ASP (if used);

(4) Prepare the RFP, obtain approval of the RFP, the
Acquisition Plan, and Source Selection Plan and then
release the RFP,

(5) Notify SAF/AQCS that the source selection isin
process (See paragraph BB-207);

(6) Provide training in source selection matters to the
SSET members;

(7) Ensure that al non governmental technical advisors
are covered by an organizational conflict of interest (OCI)
clause covering non-disclosure of contractor data in their
respective contracts (see FAR 9.5). If the respective con-
tracts do not contain this clause, the non-government tech-
nical advisors shall not be permitted to participate in the
source selection or have access to any source selection data
whatsoever;

(8) Serve as the sole point of contact between offerors
and the government during the source selection process,

(9) Issue any required RFP amendments;
(10) Receive proposals from offerors;

(11) Request preaward surveys and audits, as appropri-
ate;

(12) Release letters to offerors that are outside competi-
tive range concurrently with the release of CRS/DRs to
contractors within the competitive range;

(13) Receive responses to CRSDRs;
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(14) Chair any discussions with contractors and ensure
that the same team members participate in al discussions
with al offerors;

(15) Request, receive and evaluate any revisions to pro-
posals and Best and Final Offers;

(16) Prepare the contract(s);

(17) Ensure all required business clearances are
obtained before awarding without discussions or requesting
BAFOs. Contract clearance (if required) shall be obtained
before announcement of the selection decision;

(18) Send DD-LA(AR) 1279 report to SAF/LLP to
announce contract award (see 5305.303-90);

(19) Send out size challenge letters, if small business
set-aside;

(20) Award the contract to the successful offeror, dis-
tribute the contract, issue notice of contract award, and
notify unsuccessful offerors;

(21) Conduct postaward conference with awardee; and

(22) Promptly conduct frank and open debriefings with
any offeror, at their request (see SAF/AQC policy letter
AFAC 92-34).

f. Chief of Contracting or Deputy shall:

(1) Serve as primary advisor to the installation or activ-
ity commander on source selection policy and participate
as amember of ASPs and as SSET advisor on source selec-
tions;

(2) Assign appropriate contracting individualsto partic-
ipate in acquisition strategy panels;

(3) Ensure that a solicitation review process isinitiated,
as appropriate; and

(4) Maintain a schedule of key source selection events.
Times, dates and locations for meetings should be planned
and scheduled as far in advance as possible, giving due
consideration to potential conflicts and potential consolida-
tion with other significant events. As a minimum, the key
events shal include:

(A) The solicitation release authorization;

(B) Presentation or briefing of the initial evaluation
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results including competitive range determinations; and

(C) Presentation or briefing of the final evaluation
results.

BB-108 Advisors.

a. Government and non-government experts may be
called upon to provide advisory assistance to the SSA or
SSET. Advisors may objectively review a proposal in a par-
ticular functional area and provide comments and recom-
mendations to the government’s decision makers. They
may not determine strengths and weaknesses, establish ini-
tial or final assessments of risks, or actually rate or rank
offeror’s proposals.

b. The following additional restrictions are placed on
non-government advisors. Non-government advisors shall
not be:

(1) Provided offeror proprietary, confidential or privi-
leged commercial or financial data unless prior written con-
sent is obtained from the offeror;

(2) Allowed to participate in oral presentations or dis-
cussions, unless the SSA or SSET chairperson formally
request a deviation to this policy from the Senior
Contracting Official; and

(3) Allowed to participate in government decision mak-
ing meetings, such as SSA briefings, unless the SSA or
SSET chairperson requests that they be present during a
particular portion of the meeting when they may be called
upon to provide technical expertise.

¢. When non-government advisors are used, the solicita-
tion must include a provision advising offerors that non-
government contractor employees will have access to pro-
posals (see FAR 15.413-2(f)). A provision may be included
in the solicitation identifying the non-government advisors
and their employees and advising that any objection to dis-
closure:

(1) Should be provided in writing prior to the date set
for receipt of proposals; and

(2) Shall include a detailed statement of the basis for
the objection.

d. An organizational conflict of interest (OCI) clause cov-
ering non-disclosure of contractor data shall be included in
each contract that provides non governmental technical
advisors where the contractor will participate as a non-gov-
ernment advisor to a source selection (see FAR 9.5).
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BB-109 Conflicts of Interest. All persons involved in the
source selection process (including non-Air Force person-
nel) will be instructed to inform the SSA if their participa-
tion in source selection activities might result in a real,
apparent, possible, or potential conflict of interest. When
so advised, the SSA will disqualify any person whose par-
ticipation in the source selection process could raise ques-
tions regarding real, apparent, possible, or potential con-
flicts of interest.

BB-110 Interface with Contractors. All personne must
be cautioned that only the Contracting Officer may commit
the U.S. Government. Personnel involved in the source
selection must avoid any situation or contact with any com-
peting offeror that is not essential, or would raise questions
of impropriety. The objectivity of the source selection pro-
cess may be impaired by contacts between government per-
sonnel and prime/subcontractors involved in the competi-
tion during the period between the release of the solicita-
tion and announcement of the source selection decision.
Contacts with prospective contractors regarding the specif-
ic source selection must be avoided, except for personnel
directly participating in source selection discussions and
contract negotiations.

BB-111 Plant Visits. If plant visits are contemplated, fol-
low the proceduresin AFFARS Appendix AA-111.

BB-112 Foreign Military Sales. For procurements involv-
ing foreign military sales, see the guidance at AFFARS
Appendix AA-113.

BB-113 Deviations. Deviations to this appendix may be
granted only by SAF/AQC when use of this appendix is
required. Requests for deviations must be submitted in
writing through SAF/AQCS. When use of this appendix is
discretionary, the SSA may approve deviations.

BB-114 Regulatory References. A list of key regulatory
references pertaining to source selection is provided in
Attachment 2 of AFFARS Appendix AA.

BB-9
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Part 2 - PRE-EVALUATION ACTIVITIES

BB-201 Introduction. This part explains the major stepsin
the source selection process that occur before receipt of ini-
tial proposals.

BB-202 Acquisition Strategy. Comply with AFFARS
5307.104-91 regarding the use of Acquisition Strategy
Panels (ASPs)

BB-203 Basis of Award, Evaluation Criteria and
General Consider ations.

a. The basis for source selection and award of a contract
must be limited to criteria or considerations that are set
forth in the solicitation. Therefore, it is mandatory that the
RFP clearly state al characteristics of the requirement that
will be considered by the Air Force in making the source
selection. Air Force source selection awards are based on
an integrated assessment of each offeror’s cost(price) crite-
rion, specific criteria, assessment criteria, proposal risk,
performance risk, and general considerations. These crite-
ria are set forth in a structured manner in Section M of the
RFP. Section M serves as the “rules of engagement” for the
source selection.

b. Evaluation criteria should be tailored to the character-
istics of a requirement and should include only those sig-
nificant aspects expected to have an impact on the ultimate
selection decision. There must be a sufficient number of
discriminators to effectively evaluate the offeror’ s proposal.
The number of criteria is driven by the requirement. Care
should be taken to ensure that arbitrary decisions are not
made as to how many criteria should be established for a
procurement of a given estimated value or for a given type
of technical application. Evaluation criteria consist of three
types: cost(price) criterion, specific criteria, and assess-
ment criteria. The technical and contracting team members
should work together to develop alist of the key character-
istics that distinguish “poor” from “good” performance of a
given requirement. This is the list of key discriminators
that will be the basis for all evaluation criteria. If a pro-
posed criteria would not prevent award to an offeror with
an unacceptable response, then it is not a key discriminator
and should not be used as an evaluation criteria. These cri-
teria should include those things considered important to
the customer about the specific requirement, such as quali-
ty of service, environmental considerations, and manage-
ment. The cost(price) criterion relates to the evaluation of
the offeror’s proposed costs(price). The assessment criteria
serve as a basis for evaluating each offeror’s proposal as it
relates to the specific criteria. Factors and subfactors may
be created to support those criteria. See Attachment 4 for
an example of the general format of the evaluation matrix.

(1) Cost(price) is a mandatory evaluation criterion that
shall be evaluated as a factor in every AFFARS Appendix
BB source selection to determine realism, completeness,
and reasonableness. The purpose is to ensure that the con-
tractor has appropriately considered all aspects of
cost(price). Examples of this factor might be instant con-
tract cost(price), or disposal cost of hazardous material.
Do not use color or risk ratings for cost. Use the results of
pricing techniques described in FAR 15.8 or the Armed
Services Pricing Manual (ASPM). (See BB-309 Cost
(Price) Evaluation).

(A) For the cost(price) to be redlistic, it must reflect
what it would cost the offeror to perform the effort, if he
operates with reasonable economy and efficiency. The
cost(price) should not put the offeror in a situation where,
in order to earn profit, he not only must perform perfectly,
but everything else on the contract must be perfect as well,
including the specifications, statement of work, perfor-
mance work statement, etc. Allow room for some rework
and corrections to occur - after all, in most cases, this is
what really happens during contract performance. If the
offeror’s technical or manpower proposal identifies 100
manyears of effort, then the pricing should also reflect 100
manyears of cost.

(B) For the cost(price) data to be complete, the offer-
or must provide all the data that is necessary to support the
offer. The amount of data needed will vary depending on
the requirement. If you are using price analysis, you may
only need information about the catalog price or the price
at which the item has been sold in the recent past. If you
are buying something that is being specially made for the
Government, you may need information on the cost of raw
materials, labor, scrap rates, etc.. To reduce the burden on
the Government and the of feror, the amount of detail need-
ed in this area should be carefully tailored to the require-
ment.

(C) For the cost(price) to be reasonable, it must repre-
sent a reasonable compromise between the seller’s and the
buyer’s opinions of what constitutes a fair price.
“Reasonable” is a personal judgment that takes into
account the context of a given source selection, including
current market conditions and other factors that affect the
ability of an offeror to perform the contract regquirement.
Therefore, “fair and reasonable” should be considered in
three dimensions: fair under current market conditions, rea-
sonable to the seller, and reasonable to the buyer.

(2) Specific criteria relate to requirement characteris-
tics. They relate to what the offeror has proposed to do.
The specific criteria are typically divided into technical

BB-11
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and/or management evaluation areas. Examples of specific
criteria might include major areas of performance, genera
facility maintenance, control of government assets, and
management. These areas are typically divided into factors,
which may be further divided into subfactors and elements,
as necessary, depending on the complexity or variety of the
qualities or conditions of the factor being evaluated.
Factors should be related to characteristics which are
important to successful contract performance. The SSP and
Section M will state the level at which color/adjectival rat-
ings will be assigned.

(A) A source selection may have essential character-
istics or baseline requirements or a combination of mini-
mum mandatory requirements and essential characteristics
or baseline requirements.

(B) Not all source selections will use minimum
mandatory requirements. If used, minimum mandatory
requirements shall be completely described in the solicita
tion and evaluated as such. When used, they become a
“pass/fail” or “go/no go” decision. They are displayed as a
“green” if the offeror passes or a“red” if the offeror failsin
the SSA briefing.

(3) Assessment criteria form the basis for evaluating
each of feror's proposal in regard to the relevant evaluation
criteria. They relate to how the contractor will perform the
effort or satisfy the requirement. Evaluators use assessment
criteria in conjunction with evaluation standards to judge
how well an offeror’s proposal satisfies each of the relevant
evaluation criteria. Soundness of approach, completeness,
and compliance are common assessment criteria. Did the
offeror propose an effective and efficient method to per-
form the effort? Did the proposal adequately describe how
the factor, subfactor and/or element (as appropriate) will be
performed? Did the proposal offer to perform what was
requested in the solicitation?

¢. General considerations may relate to issues such as
proposed contractual terms and conditions, results of
preaward surveys, past performance (if performance risk
methodology is not used), and other surveys or reviews.

d. At a minimum, proposal risks must be assessed for
each area.

e. At a minimum, performance risk must be assessed for
each area, unless it assessed as a genera consideration or
specific criteria.

BB-204 Sour ce Selection Plan (SSP).

a. The SSP is a key document for initiating and conduct-
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ing the source selection. It should contain the elements
described below to ensure timely review and SSA approval
(See Attachment 3). The SSP should be jointly developed
by the contracting personnel and personnel responsible for
the requirement.. It must be submitted sufficiently in
advance of the planned acquisition action to facilitate
review and approval by the SSA and early establishment of
the source selection organization. The SSP must be
approved before release of the solicitation.

b. The SSP will conform with FAR Subpart 15.6 as sup-
plemented. It will address the issues below and other things
that are important or unusual about a given acquisition. The
SSP should contain a crisp description of the acquisition
situation. If an extended discussion of any issueisrequired,
supporting details may be provided in separate documents
attached to the SSP. Ideally, the wording used in much of
the SSP should be identical to the wording used in other
documents related to this effort, such as, the acquisition
plan, acquisition strategy panel minutes, or the solicitation.
(See paragraph c(5) of this subsection.)

¢. The plan should contain the following sections:

(1) INTRODUCTION. Describe briefly what is being
acquired.

(2) SOURCE SELECTION ORGANIZATION.
Describe the proposed SSA and SSET organizations
(including Government and non-government advisors); list
recommended key members by name, by position title, or
by functional area. The plan must identify other govern-
ment organizations that will be represented on the SSET.

(3) PRESOLICITATION ACTIVITIES. Describe the
activities leading up to release of the solicitation, including
market survey, draft solicitations, synopsis, solicitation
review process, and solicitation release meeting. For the
market survey, discuss how it was used to achieve competi-
tion, including a discussion of screening criteria, if applica
ble.

(4) EVALUATION PROCEDURES. This section dis-
cusses the process that will be used by the SSET to evalu-
ate offeror’'s proposals and develop a Proposal Analysis
Report. In other words, it describes what the SSET will do
and how they will document what they did. Describe how
the proposals will be evaluated and how they will be rated.
Describe how the Government estimate was developed,
including any cost drivers that have been identified.
Describe how those cost drivers will be treated by the pric-
ing team during proposal evaluation. Although the
cost(price) criterion will not be given a color or a risk rat-
ing during proposal evaluation, the process that will be
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used to evaluate offeror’s proposals must be described in
this section.

(5) EVALUATION CRITERIA. Describe the
cost(price) criterion and specific criteria including areas,
factors and, when appropriate, subfactors and elements.
The information in this section must be exactly duplicated
in Section M of the RFP. Describe the assessment criteria
and how they apply to the evaluation. The relative impor-
tance of the Cost(price) criterion, specific criteria, and gen-
eral considerations will be stated. Assessment criteria must
also be ranked in relative order of importance or identified
as of equal importance. Describe general considerations
and how they relate to the evaluation of the offeror’s pro-
posal.

(6) ACQUISITION STRATEGY . The SSP will include
a summary of the acquisition strategy, including type of
contract(s) proposed, any incentive arrangements, special
contract clauses, etc. The SSP acquisition strategy must
reflect the strategy developed in the AP.

(7) SCHEDULE OF EVENTS. Identify and establish
the schedule for significant source selection activities in
sufficient detail to allow the reviewing authorities to assess
the practicality of the schedule. The schedule of events in
Attachment 2 may be used as a guide.

(8) NON-GOVERNMENT ADVISORS. The source
selection plan shall address the use of non-government
advisors. (See FAR 15.413-2(f) and paragraph BB-108).

d. The SSP shall be formally approved by the SSA
before issuing the solicitation.

BB-205 Developing Evaluation Standards.

a. The SSET will measure each proposal against a prede-
termined set of objective standards. The SSET shall not
compare proposal s against each other.

b. A standard establishes a uniform baseline against
which each of feror’s proposal is compared to determine its
value to the government. It incorporates any minimum
requirement or minimum mandatory requirement. It estab-
lishes the level an offeror’s proposal must meet in any fac-
tor, subfactor, or element to be judged acceptable (green)
as set forth in paragraph BB-304. A standard may be either
quantitative or qualitative, depending on the criteria it
addresses (see Attachment 5 for examples).

c¢. Evaluation standards shall not be included in the SSP
or the solicitation. They are an internal document that is
used by the SSET to perform evaluations. They should nor-

mally be defined and documented prior to the release of the
solicitation, but must be approved before receipt of propos-
als, and shall not be changed once any offeror’s proposal is
opened. Evaluation standards shall not be released to any
potential offeror nor to anyone who is not directly involved
in the source selection evaluation effort.

BB-206 Solicitation.

a. The Contracting Officer is responsible for preparing
the solicitation. Personnel responsible for the requirement
are responsible for preparing key portions of the RFP, such
as the statement of work and the data requirements. The
solicitation must accurately convey to offerors the techni-
cal, schedule, cost and contractual requirements of the
acquisition. In addition:

(1) The solicitation should be kept short and uncompli-
cated. Most applicable regulations may be referenced
rather than reprinted. Personnel responsible for the require-
ment, in conjunction with the Contracting Officer, may
establish atechnical library that potentia offerors can visit,
rather than include voluminous descriptions in the RFP.
How or where the technical library or other referenced doc-
uments can be accessed should be included in the RFP.

(2) A major cause of lengthy source selections is a pro-
liferation of evaluaion areas, factors, subfactors and ele-
ments which, in turn, results in lengthy proposals and eval-
uation sessions. Too often, these evaluations involve areas
factors, subfactors and elements which are not source
selection discriminators. The choice of evaluation areas
factors, subfactors and elements should be tailored to that
which is essential to the selection of the best offeror. In
some instances, this may be done by combining a number
of similar factors into one overall factor. Sufficient time
must be provided for evaluation consistent with the nature
of the acquisition. This requires planning by the SSET
chairperson to optimize the number of areas, factors, sub-
factors and elements to fit within the time allotted for eval-
uation. Acquisitions for unusual requirements or those like-
ly to result in many proposals may require more evaluation
time.

(3) The evaluation criteria and genera considerations
must be an exact duplicate of those in the approved SSP.
The solicitation shall indicate the relative importance
among cost(price) criterion, specific evaluation criteria
(including areas, factors, and any significant subfactors or
elements), and general considerations. Assessment criteria
must also be ranked in relative order of importance or iden-
tified as of equal importance. Examples of relative impor -
tance could be “all factors are of equal importance” or “all
factors and subfactors are listed in descending order of
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importance”. It must also state the relationship between
price and al other factors (lesser, greater, or equal impor-
tance). If contract requirements or evaluation criteriaorigi-
nally established in the solicitation change before contract
award, each offeror shall be informed by a solicitation
amendment of the revised criteria and basis for award.
Offerors shall then be given a reasonable time to revise
their proposals. After proposals have been received, a
change in evaluation criteria or requirements may require
resolicitation (see FAR 15.606).

(4) Section L of the solicitation should state how the
government wants the offerors to structure their proposals.
This includes guidance concerning the type and content of
volumes required, cross-referencing SOW/PWS paragraph
requirements to the proposal, page limitations, what is
excluded from the page count, suggested level of detail in
the proposal, etc.. The offerors should prepare and submit
their proposal in sections aligned with and cross indexed to
the evaluation criteria to facilitate government review and
evaluation. Offerors should be asked to identify technical,
cost, schedule, and proposal risks associated with their pro-
posals, together with their approaches for resolving or
avoiding the identified risks. The offerors should also be
asked to provide past performance information and refer-
ences as part of their proposal.

(5) Section M of the solicitation shall include a notice
stating that unrealistically low proposed costs or prices
may be grounds for eliminating a proposal from competi-
tion either on the basis that the offeror does not understand
the requirement or the offeror has made an unrealistic pro-
posal. Thisincludes both original submissions and BAFOs.
Offerors should be advised that offers should be sufficient-
ly detailed to demonstrate their cost realism, completeness
and reasonableness and that offeror’s estimates that are
1414 low may cause the offer to be eliminated from the
competition (subject to the requirements of FAR 15.608
and FAR 15.610).

(6) An executive summary that briefly describes and
highlights the salient aspects of the solicitation may be
included as a cover sheet for the solicitation. The executive
summary shall not contain any new information or require-
ments not already discussed in the solicitation. A DD Form
1707 may be used in lieu of an executive summary |etter.

b. A Solicitation Review Process shall be established in
accordance with MAJCOM procedures to thoroughly
review the solicitation for consistency with law, policy, reg-
ulations, any requirement direction, the SSP and the AP,
The process should ensure that the acquisition strategy,
contract provisions and clauses, quantities, schedules, and
data requirements are reviewed by appropriate senior con-
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tracting and technical personnel. All aspects of the solicita-
tion should be examined to eliminate unnecessary or undu-
ly restrictive requirements. Personnel responsible for the
requirement shall ensure that the solicitation requirements
will satisfy customer needs. If SSET members have been
identified, they should participate in the preparation and
review of the solicitation document.

BB-207 Notice of Source Selection Action. It is the
responsibility of the MAJCOM to establish parameters for
which source selection action notification will be made.
Regardless of dollar value, all acquisitions of aircraft or
efforts which have generated Congressional interest shall
follow these reporting procedures. When the solicitation is
released, the SSET chairperson and Contracting Officer
shall ensure that a notice of source selection action in
progress is forwarded to all affected Air Force Commands,
SAF/AQCS, and the potential offerors. The notification
will identify the requirement involved, any current con-
tracts in that area; the anticipated period of the source
selection activities; and include statements to the effect
that: (1) contacts regarding, or briefings concerning, the
requirement by participating offerors are not allowed; (2)
the Contracting Officer is the only person authorized to
contact offerors; and (3) the SSA is the only person with
authority to release information regarding an ongoing
source selection.
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Part 3 - PROPOSAL EVALUATION AND SOURCE
SELECTION DECISION

BB-301 General. This part explains the major steps in the
source selection process from receipt of initial proposals
through the source selection decision including discussions
with offerors. Proposals shall be evaluated in a fair, com-
prehensive and impartial manner.

BB-302 Offerors Oral Presentations.

a. Although oral presentations are the exception to the
rule, the SSET should consider having oral presentations if
the requirement is unusua or if one or more of the offerors
have not been awarded contracts in the past by the acquisi-
tion activity. In these instances, oral presentations help the
Government ensure that it fully understands the proposals.

b. If oral presentations are deemed appropriate:

(1) Presentations should be conducted before proposals
are evaluated to provide an overview of the entire proposal
before the evaluation of its specific parts;

(2) Each offeror shall be given an opportunity to make
an oral presentation so that no offeror will have a competi -
tive advantage. Every of feror who chooses to make an oral
presentation shall be given the same time constraint and
they shall be notified that only their written submittals,
such as the proposal, responses to CR/DRs, and BAFOs
will form the basis of the Government’s eval uation;

(2 To ensure objectivity during the evaluation process,
al Government participants in the evaluation must attend
either all or none of the oral presentations; and

(3) The SSET chairperson shall ensure that minutes are
taken of each oral presentation and included in the source
selection file When page limits are included in the solicita-
tion, additional documentation may not be provided to the
SSET at the oral presentation.

BB-303 Technical Evaluation. The SSET chairperson
shall ensure that all elements of the evaluation are coordi-
nated and that the evaluation report on each offeror islogi-
cal and consistent. Based upon the technical backgrounds
and source selection experience of SSAT members, it may
be beneficial to provide them with an evaluation guide (see
attachment 4).

a. Technical as well as cost(price) proposals will be sub-
mitted to the contracting officer, who will provide technical
proposals to the technical evaluators. The technical evalua-
tion will be conducted independent of the cost(price) evalu-

ation. Technical evaluators will not have accessto cost data
any time prior to the decision briefing. In this context, cost
data does not include information required for types and
quantities analysis such as labor hours, personnel qualifica-
tions, equipment and material lists, and other non-rate
related information. Technical personnel may examine
such data upon the request of the Contract Team, even if it
is extracted from the cost proposal. However, they may not
be given access to the compl ete cost proposal.

b. Technical approach and ability to meet stated mini-
mum performance requirements are of major importance in
proposal evaluation. The term “technical” in this context is
not limited to scientific or engineering concepts or princi-
pals, but may include any performance skills.

c. The SSET technical team accomplishes a technical
evaluation of each of the initial offers using the assessment
criteria to analyze each proposal which match the evalua-
tion criteriain Section M of the RFP.

d. Evaluators shall indicate the value of each proposal in
relation to the evaluation standards which were established
before the receipt of proposals. The SSET shall not com-
pare the proposals against each other.

e. Evaluators must understand the requirement of the
solicitation, the evaluation criteria, and the evaluation stan-
dards. Evaluators are encouraged to engage in discussions
with advisors, or other SSET members when it is necessary
to verify certain aspects of proposals under their review.

f. The technical evaluation results in four distinct prod-
ucts that are included in the Proposal Analysis Report
(PAR):

(1) Proposal ratings;

(2) Proposal risk assessments,

(3) Performance risk assessment;

(4) Narrative assessments (which identify strengths and
weaknesses and support ratings and risk assessments); and

(5) Recommended Deficiency Reports and Clarification
Requests.

BB-304 Use of Rating Techniques.

a. After assessing the offerors’ data, the evaluator shall
apply the rating system prescribed by the SSP and rate
each proposal in relation to the evaluation standards.

b. Color ratings are used. Color ratings are mandatory at
the factor and subfactor level. Colors may also be used at
the element level, although symbols may be used as an
alternative at these lower levels. The color rating depicts
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how well each offeror meets the evaluation standards.
Coalor ratings are not summarized above the factor level.
However, if the SSA requires a summary rating at the area
level in the SSP, color ratings shall be used. To provide for
a standard color scheme, the spectrum below shall be used
(see Attachment 4 for an example). Ratings must be
accompanied by a consistent narrative assessment (inclu-
sive of strengths and weaknesses) of the basis for the rat-
ing. The definitions set forth below shall be followed any
time color ratings are used. Deviations from these defini-
tions can only be obtained by forwarding a request through
SAF/AQCS.

The following ratings shall be used when evaluating essen-
tial characteristics:

Color Rating Definition

Blue Exceptiona Exceeds specified performance or
capability in a beneficial way to the
Air Force, and has no significant
weakness.

Green Acceptable Meets evaluation standards and any
weaknesses are readily correctable.

Yellow Margina  Fails to meet evaluation standards;
however, any significant deficiencies

are correctable.

Red Unacceptable Failsto meet a minimum requirement
of the RFP and the deficiency is
uncorrectable without a major revi-
sion of the proposal.

The following ratings shall be used when evaluating those
segments of a proposal that reflect minimum mandatory
reguirements:

Color Rating Definition
Green Acceptable Passes (or meets) minimum mandato-
ry requirements.

Red Unacceptable Fails to meet minimum mandatory
requirements.

¢. Use of numerical weights is discouraged because it
implies that the technical team can differentiate between
small differences in technical merit. Such determinations
may be extremely difficult to support. Therefore, numerical
weighting of evaluation criterion should not be used.

d. If an offeror’s proposal is evaluated as unacceptable at
any level of the evaluation criteria, this fact must be includ-
ed in the rating and narrative assessment at that level and
each higher evaluation criteria level. Therefore, a red or
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unacceptable rating at any level must be carried to the high-
est rated level.

e. Symbols may be used to indicate proposal ratings at
the element level. For example, aplus (+) sign may be used
to indicate that the offeror has exceeded the standard; a
check (3) to indicate that the offeror has met the standard;
and a minus (-) to indicate that the standard has not been
met for the element eval uated.

f. The following subjects are not color rated (although
they till are considered by the SSET as part of the integrat-
ed assessment):

(2) Financial capability and preaward surveys,
(2) Cost(price); and
(3) Risk.

g. Proposals are normally rated twice:

(1) Upon completion of the evaluation of theinitial pro-
posal; and

(2) At the end of discussions after BAFOs are received,
if discussions are held.

NOTE: Both ratings will be maintained and submitted to
the SSA.

h. When displayed graphically in briefings or reports,
changes in the initia color rating shall be displayed by
superimposing one or more arrows in a color block show-
ing the new color. The number and direction of the arrows
used in each block on the chart indicates the extent and
direction of change, (for example, one arrow upward indi-
cates an improvement of one color rating). Any changes
from the original proposal should be identified in the dis-
cussion of strengths, weaknesses and risk and analyzed for
the SSA in the PAR and SSA Briefing.

i. If asource selection has a mix of minimum mandatory
requirements and essential characteristics or baseline
requirements, most likely an initial competitive range will
be established to exclude offerors which did not meet the
minimum mandatory requirements. The minimum manda-
tory portion need not be color rated; however, if it is, it
shall be displayed as “green” for meeting the requirement
or “red” for not meeting the minimum mandatory require-
ment. A narrative identifying the deficiencies is sufficient.
The essentia characteristics or baseline requirements are
usually then evaluated and color rated. This minimizes the
work of the technical team by not requiring them to evalu-
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ate the essential characteristics or baseline requirements for
offerors which did not meet the minimum mandatory
reguirements.

BB-305 Assessment of Risk.

a. There are two types of risk assessments. Proposal risk
assessments, in which the evaluator identifies and assesses
the risks associated with an offeror’s proposed approach as
it relates to accomplishing the requirements of the solicita-
tion. The evaluator considers such questions as whether the
proposed method of performance is risky, non-standard or
impractical; and performance risk assessments, in which
the evaluator assesses an offeror’s present and past work
record to evaluate the offeror’s ability to successfully per-
form in accordance with its proposal. In assessing the over-
all ability of the offeror to perform, the evaluator should
consult with the individual technical experts who are wor k-
ing on the specific solicitation requirements or proposed
effort. Proposal risk assessments are al ways reflected in the
evaluation matrix (see Attachment 5). Performance risk
assessments are reflected in the matrix, except when
addressed under general considerations.

(1) Use the following definitions when assessing pro-
posal risks:

(A) HIGH (H) — Likely to cause significant serious
disruption of schedule, increase in cost, or degradation of
performance even with special contractor emphasis and
close government monitoring;

(B) MODERATE (M) — Can potentialy cause some
disruption of schedule, increase in cost, or degradation of
performance. However, specia contractor emphasis and
close government monitoring will probably be able to over-
come difficulties; and

(C) LOW (L) — Has little potential to cause disrup-
tion of schedule, increase in cost, or degradation of perfor-
mance. Normal contractor effort and normal government
monitoring will probably be able to overcome difficulties.

(2) Use the following definitions when assessing per-
formance risk:

(A) HIGH (H) — Significant doubt exists, based on
the offeror’ s performance record, that the offeror can satis-
factorily perform the proposed effort;

(B) MODERATE (M) — Some doubt exists, based
on the offeror’s performance record, that the offeror can
satisfactorily perform the proposed effort;

(C) LOW (L) — Little doubt exists, based on the
offeror’ s performance record, that the offeror can satisfac-
torily perform the proposed effort; and

(D) NOT APPLICABLE — No significant perfor-
mance record is identifiable. This is a neutral rating. You
must rely on the rest of the proposal to evaluate this offer-
or.

b. Each proposal and performance risk assessment will
consider the number and severity of problems, the effec-
tiveness of corrective actions taken, and the overall work
record. Consider also the offeror’s demonstrated ability to
effectively identify and take actions to abate requirement
risks. The assessment of performance risk is not intended
to be a simple arithmetic function of an offeror’s perfor-
mance on a list of contracts. The evaluation team should
place the greatest consideration on the information deemed
most relevant and significant. In the cost area, more consid-
eration should be given to efforts for similar end items and
to efforts with similar contract types.

¢. For unusual or complex requirements offerors may be
required to submit, as a part of their proposal, a proposal
risk analysis which identifies proposal risk areas and the
recommended approaches to minimize the impact of those
risks on the overall success of the requirement.

d. Proposal risks associated with cost, schedule, and per-
formance or technical aspects of the requirement must be
assessed. Risks may be inherent in a proposed approach by
virtue of its relationship to the state of the art. Risks may
occur as a result of a particular technical approach, the
selection of certain materials, processes, equipment, etc., or
as a result of the cost, schedule and economic impacts
associated with these approaches. Risk may also occur
from the impact that these will have on the of feror’ s ability
to perform in view of its technical approach. The prime's
proposed subcontract arrangements may also impact pro-
posal risk. For instance, a proposed fixed price subcontract
with an unreadlistic delivery schedule can be expected to
impact the overall effort and should be assessed in the pro-
posal risk for that area or factor.

e. In evaluating proposal risks, the evaluators must con-
sider the assessments of personnel responsible for the
requirement and the offeror’s assessment and make an
independent judgment of the probability of success, the
impact of failure, and the alternatives available to meet the
requirements.

f. Proposal risk assessments shall be discussed in evalua-
tion narratives along with strengths and weaknesses and
shall be depicted in briefings with the color ratings for each
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factor, subfactor or element other than Cost(price) as speci-
fied in Section M of the RFP. A proposal risk assessment
rating and discussion is mandatory for each subfactor at the
subfactor summary level.

g. The performance risk assessment will focus on cost
and specific criteria. Factor level assessments may be used.
Performance risk shall also be discussed in evauation nar-
ratives along with strengths and weaknesses and depicted
in briefings.

h. The risk assessment and color rating assigned to any
factor or subfactor are independent of each other. Any risk
assessment rating may be used with any color rating to
reflect evaluation results.

i. It is the responsibility of the technical evaluation team
to ensure that the cost team is informed of the identified
proposal risks and the potential cost impact. For example,
the cost team should be informed if the proposed method of
performance does not reflect the same level of effort identi-
fied in the manpower hours proposed.

BB-306 Deficiency Reports (DRs).

a. During the initial evaluation of proposals, the SSET
must record separately and in addition to the narrative anal-
ysis, the deficiencies found in each offeror’s proposal. It is
important that deficiency reports be prepared at the time
the deficiency is discovered. Late preparation often results
in poorly substantiated reports. It isimportant that the eval-
uator document the effect the uncorrected deficiency would
have on performance (see Attachment 6). The deficiency
report will be provided to the Contract Team who will in
turn provide the offeror with the opportunity to amend its
proposal to correct the deficiency. The release of deficiency
reports (which constitutes discussions) will not begin until
after the initial competitive range is determined and
approval to release the reports is received from the
Chairperson. Award shall not be made without discussion
until the SSA has reviewed the deficiencies in each offer-
or's proposal.

b. Examples of deficiency reports are:

(1) A proposed approach which poses an unacceptable
risk;

(2) An omission of data which makes it impossible to
assess compliance with the standard for that requirement;

(3) An approach taken by an offeror which is expected
to yield undesirable performance; or
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(4) Offeror failsto meet a minimum mandatory require-
ment.

c. ldentified deficiencies shall be derived only from the
evaluation of each offeror’'s proposal against evaluation
standards, and then only when the proposal fails to meet
the government’ s specified minimum level of performance
or essential characteristics of the requirement. Deficiencies
must not be derived from a comparative evaluation of the
relative strengths and weaknesses of competing offerors’
proposals.

d. The offeror’s response to the deficiency report is as
important as the original proposal. The Contract Team must
transmit each offeror’s response to the evaluation team for
atechnical anaysis.

e. The deficiency report, which is a part of the overall
PAR provided to the SSA, must address all changes which
have an impact on the original proposal.

f. The deficiency report may serve as a guide for debrief-
ing offerors after contract award.

BB-307 Clarification Requests (CRs).

a. Evaluators must identify those aspects of the proposal
which require clarification. If data provided in the proposal
is inadequate for evaluation or contradictory statements are
found, a clarification request should be issued. Two cate-
gories of clarification requests exist:

(1) Significant clarification requests (SCRs) will specif-
ically identify the aspect of the offeror’s proposal for which
clarification is required and require that discussions with
offerors be opened. Whenever performance risk assessment
resultsin a possible rating of moderate or high, CRs should
be developed. Clarification requests (see Attachment 6) are
sent to the Contract Team and submitted to the offerorsin
the same way as deficiencies. As with DRs, the SSET
Chairperson will review al CRs before providing them to
offerors, and before any decision is made to award without
discussions; and

(2) Minor clarification requests (MCRs) are for the pur-
pose of eliminating minor irregularities, informalities or
apparent clerical mistakes. MCRs do not give the offeror an
opportunity to revise or modify its proposal and do not
congtitute discussions. Subject to the concurrence of legal
counsel, MCRs may be sent prior to the initial competitive
range determination.

b. Release of any SCRs to an offeror constitutes discus-
sions and shall not be sent before the initial competitive
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range determination.
BB-308 Narrative Assessments

a. Preparing the results of the evaluation in narrative form
is an important aspect of the evaluation process. In prepar-
ing the written narrative, the evaluator should be aware that
it will be the principal means available to the SSA to per-
form a comparative analysis of the offers.

b. The evaluator must indicate in the narrative, as a mini-
mum: what is of fered; whether it meets or fails to meet the
evaluation standard; any strengths or weaknesses; the
impact of any deficiencies; what can be done to remedy
each deficiency; and arisk assessment of the offeror’s pro-
posal approach and ability to perform. Successfully pre-
pared narratives are crisp and to the point.

BB-309 Cost(Price) Evaluation.

a The purpose of cost(price) evaluation is to determine
whether an offeror’s proposed costs are realistic and com-
plete in relation to the solicitation and the technical and
management proposals, and to provide an assessment of
the reasonableness of the proposed price.

(1) For the cost(price) to be realistic, it must reflect
what it would cost the offeror to perform the effort, if he
operates with reasonable economy and efficiency. The cost
(price) should not put the offeror in a situation where, in
order to earn profit, he not only must perform perfectly, but
everything else on the contract must be perfect as well,
including the specifications, statement of work, perfor-
mance work statement, etc.. Allow room for some rework
and corrections to occur- after al, in most cases, this is
what really happens during contract performance.

(2) For the cost(price) data to be complete, the offeror
must provide al the data that is necessary to support the
offer. The amount of data needed will vary depending on
the requirement. If you are using price analysis, you may
only need information about the catalog price or the price
at which the item has been sold in the recent past. If you
are buying something that is being specially made for the
Government, you may need information on the cost of raw
materials, 1abor, scrap rates, etc.

(3) For the cost(price) to be reasonable, it must repre-
sent a reasonable compromise between the seller’s and the
buyer’s opinions of what constitutes a fair price.
“Reasonable’ is, after all, a persona judgment that takes
into account the context of a given source selection, includ-
ing current market conditions and other factors that affect
the ability of an offeror to perform the contract require-

ment. Therefore, “fair and reasonable” should be consid-
ered in three dimensions. fair under current mar ket condi -
tions, reasonable to the seller, and reasonable to the buyer.

b. In order to preclude influencing their evaluation, offer-
ors’ Cost(price) proposals shall not be made available to
technical evaluators. Cost(price) evaluators, however,
should discuss the details of technical proposals with the
technica evaluators (and may generally discuss specific
cost elements) to aid in their evaluation of costs associated
with labor categories and hours, materials, and other ele-
ments of Cost(price) as appropriate. Labor hour and mate-
rial breakouts may be included in technical volumes of the
proposal to aid in this process. Cost(price) evaluators
should also use the DCAA Audit Report and the Contract
Administration Office Field Price Anaysis Report, when

appropriate.

c. Evaluation of the cost(price) realism of each proposal
will be made without regard to any proposed ceiling on the
government’s obligation.

d. Consideration must be given to variations in amount of
government-furnished property (GFP) requested or the use
of government-owned facilities and tooling, and all other
disparities before the offeror’s proposal can be equitably
evaluated. The evaluated costs shall be adjusted to account
for these variations.

e. Price analysisis generally favored over cost analysisin
source selection. Price analysis will generally be sufficient
to support source selection decisions on relatively easy,
simple, uncomplicated, competitive procurements. Price
analysis is used to keep attention focused on value. It is
best used in procurements for commercial-off-the-shelf-
items, commercial services, competitive requirements, and
standard parts or services.

f. The cost team will establish and maintain a cost base-
line for each proposal to facilitate an understanding of the
changes leading to the final cost(price). A summary of this
baseline and all changes through BAFO shall be included
inthe PAR.

g. Following completion of the cost(price) evaluation, the
SSA will be provided with the cost team’s findings as to
the reasonableness, completeness and realism of each
offeror’s proposal. If aproposal is determined to be unreal-
istic, incomplete, or unreasonable, the reasons for this con-
clusion must be stated. The SSA will also be given visibili-
ty into the build-up of the evaluated government amount
for each proposal through BAFO in the cost analysis
included in the PAR and presented at the decision briefing.
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BB-310 Establish Consensus on Strengths and
Weaknesses within the Source Selection Evaluation
Team (SSET). After individual evaluations have been
completed within a team, the strengths and weaknesses
determined by individual team members are distilled into a
integrated, team consensus, preferably by group discussion,
to ensure that the strengths and weaknesses relate to the
established standards. After achieving intrateam consensus,
team leaders must reach a consensus on the factor rating.
The SSET Chair person’s fundamental responsibility is to
ensure that the SSA briefing fairly and accurately reflects
an overall evaluation of each offeror’s proposal.
Discussions among team chiefs (including the cost team)
areaintegral tool to making thisareality.

BB-311 Deter mination of Competitive Range.

a. When written or oral discussions are conducted, they
must be conducted with all responsible offerors who sub-
mit proposals within the competiti ve range. The determina-
tion as to which proposals are not in the competitive range,
and the exclusion of offerors either before or as a result of
written or oral discussions, will be made by the Contracting
Officer, subject to approval by the SSA.

b. The competitive range must be determined after evalu-
ation of al proposals received, on the basis of cost(price),
technical, and other salient factors including proposal defi-
ciencies and their potential for correction. Before including
or excluding a proposal from within the competitive range,
the possibility of its selection for award should be assessed.
The objective is not to eliminate proposals from the com-
petitive range, but to facilitate competition by conducting
written and oral discussions with those offerors who have a
reasonable chance of being selected for an award. When
there is doubt as to whether a proposal is within the com-
petitive range, the proposal should be included (see FAR
15.609).

¢. The determination of competitive range is based on
informed judgment and is complex in nature. All such deci-
sions must be completdy and adequately documented for
the record. A proposal may be determined outside the com-
petitive range if:

(1) It does not reasonably address the essential require-
ments of the solicitation;

(2) A substantial technical drawback is apparent in the
proposal and sufficient correction or improvement to con-
sider the proposal further would require virtually an entire-
ly new technical proposal;

(3) The proposal contains major technical or business
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deficiencies or omissions, or out-of-line costs, which initial
or continuing discussions with the offeror could not reason-
ably be expected to cure. Before eliminating an offeror
from the competitive range based on unrealistic costs or
prices, it will be necessary, to the extent possible, and with-
out discussions with the offeror, to determine the reason for
the out-of-line costs or prices. For example, the costs might
be attributable to a unique design approach, a technical
breakthrough or an accelerated delivery. These may be
legitimate reasons for the apparent out-of-line costs or
prices; or

(4) The proposal does not meet a minimum mandatory
reguirement at time of BAFO.

d. Multiple competitive range determinations before
BAFO are acceptable. For example, a second competitive
range determination may be appropriate after responses to
clarification requests and deficiency reports have been
received.

e. Exclusion of an offeror from the competitive range at
any time during the source selection process must be
approved by the SSA (nondelegable).

f. Offerors whose proposals are determined to be outside
the competitive range and with whom initial or continuing
discussions are not to be conducted, must be notified
promptly in accordance with FAR 15.609.

BB-312 Conducting Written or Oral Discussions.

a. Ora or written discussions with offerors shall be led
only by members of the Contract Team with other SSET
members support. The team will complete negotiations on
all terms and conditions with all offerors determined to be
within the competiti ve range. The team is the only point of
contact between the SSET and the offerors.

b. All offerors determined to be in the competitive range
shall be advised of any deficiencies in their proposals or
portions of their proposals that require clarification and be
given a reasonable opportunity to correct or resolve the
deficiencies and to provide clarifications. Note that defi-
ciencies need only be brought to the offeror’s attention
once and failure of the offeror to correct the deficiency
after such notice does not require further Government
action. Offerors may submit cost(price), technical, or other
proposal revisions as aresult of the discussions.

c. Discussions with each offeror must be confined exclu-
sively to that offeror’s proposal. Discussions must be con-
ducted in a way that scrupulously avoids disclosure of the
relative strengths and weaknesses of competing offerors,
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technical information or ideas, or cost (price) data from
any other offeror’s proposal. Discussions should:

(1) Ensure that the offerors clearly understand the
objective of the acquisition and the government require-
ment;

(2) Ensure that the Air Force evaluators clearly under -
stand the offeror’s proposal; and,;

(3) Explore areas of deficiency or those requiring clari-
fication (including significant weaknesses) in the offeror’'s
proposal.

d. At the conclusion of written or oral discussions, a final
common cutoff date which allows a reasonable opportunity
for submission of Best and Final Offers must be estab-
lished and all remaining participants notified in writing.
The notifications shall:

(1) State that discussions have been concluded and
specify the date, time, and location BAFOs must be
received;

(2) Advise the offerors that any BAFO received after
the final cutoff will be a late modification in accordance
with FAR 15.412 and paragraph (c) of the clause at FAR
52.215-10, Late Submissions, Modifications, and
Withdrawals of Proposals;

(3) Advise the offerors that if a BAFO is not received
prior to the common cutoff for an offeror, that offeror’s
current proposal, reflecting any clarifications or revisions
to date will be evaluated asits best and final offer; and

(4) Caution the offerors against buying-in and submit-
ting unsupported changes to their prior offers.

e. Contracting Officers shall not call for BAFOs more than
once unless fully justified and approved in accordance with
DFARS 215.611 and AFFARS 5315.611.

f. All proposal revisons and information provided by the
offerors during the conduct of discussions and received
prior to the common cutoff will be considered in the final
source selection decision, unless atechnical page limitation
has been exceeded.

BB-313 The Proposal Analysis Report (PAR)

a. The final Technical Team and Contracting Team
reports (less cost data) will be used by the entire SSET for
preparation of a PAR (See Attachment 7). The SSET, under
the guidance of the chairperson, shall prepare a PAR sum-

marizing the strengths, weaknesses, and risks of each pro-
posal and their resultant ratings (color coded or narrative).
This summary, together with the Technical Team report
and the Contracting Team report, will be sent to the SSA
for the final source selection decision.

b. The PAR shall include the following:

(1) A narrative assessment of the technical evaluation.
Narrative assessments shall be provided at the factor sum-
mary level and may include lower levels as necessary. Each
factor assessment must be precise, identify the color rating,
performance risk (if used), and proposal risk. It will high-
light the significant strengths and weaknesses of each eval-
uated aspect of the proposal. (See Attachment 4 for an
example of graphically displaying matrix information);

(2) An analysis of the offeror’'s Cost(price) (prepared
by the Contracting Team);

(3) Results of evaluating contractual considerations and
any other general considerations that were evaluated by the
SSET; and

(4) An overall performance assessment.

c. The objective of the PAR is to present a summary of
the evaluation of each proposal against solicitation require-
ments based on established evaluation criteria and evalua-
tion standards and provide an analysis of relevant informa-
tion resulting from the evaluation of proposals and other
considerations to support a final selection decision by the
SSA. As a minimum, the information described in
Attachment 7 shall be included in every PAR.

d. The PAR encompasses information derived from the
results of the evaluation of the proposals as well as the
results of final discussions, BAFO, and other considera-
tions. It is an officia record of the evaluation of proposals
and supporting rationale. A cost evaluation summary track
shall be provided from initial proposals through BAFO.

e. The Contracting Officer shall advise the SSA when the
responsibility of any offeror is questioned. The PAR shall
include this information.

f. Note that an audit trail from the highest to the lowest
levels of the evaluation shall be provided by the supporting
reports and documentation.

BB-314 Source Selection Briefings. The SSET
Chairperson is responsible for having the results of the
evaluation briefed to the SSA. The recipients and the scope
of the briefings depend on the organizational level at which
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the SSA has been established. All in attendance must com-
plete a certification (see Attachment 10) in which they
agree to safeguard source selection information (see para-
graph BB-403). When appropriate, the SSA may waive the
requirement for a formal briefing and utilize the PAR dur-
ing discussions with the SSET.

BB-315 Selection and Contract Award. Based on SSA
direction and guidance, the SSET chairperson is responsi-
ble for preparing the Source Selection Decision Document
for the SSA’s signature. The assigned legal advisor and the
senior contracting advisor shall coordinate on the Source
Selection Decision Document. If the Source Selection
Decision Document contains proprietary or source selec-
tion information, it shall be marked accordingly. The SSA's
signature on the decision document is authority for the
Contracting Officer to award a contract to the selected
offeror(s) subject to the necessary administrative approvals.
This document contains:

a The source selection decision;

b. Clear rationale for the source selection decision. When
award is made on a best value basis, the SSA should make
a specific determination that the superiority of the higher
priced proposal warrants the additional cost involved.
Merely stating a proposal’s superiority is not acceptable.
The cost/technical trade-off must indicate the value to the
Government associated with the added costs and justify
why it isin the Government’s interest to expend additional
funds, regardless of the superiority of the technical rating;
and

c. Direction to accomplish award of a contract.
NOTES:

() Thisis areleasable document under the Freedom
of Information Act (FOIA).

(2) An example of the format of a Source Selection
Decision Document is at Attachment 8. The attach-
ment provides aformat only. The actual decision doc-
ument must include a detailed discussion of the ratio-
nale for each source selected.

BB-316 Announcement of Source Selection Decision.
The SSA shall ensure that:

a. Advance information of the decision is provided as
may be required in the delegation of source selection
authority;

b. For contract awards over $5 million, information need-
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ed for Congressional Announcement is provided to
SAF/LLP at the preestablished time (see 5305.303); and

¢. Information needed for press releasesis provided to the
local Office of Public Affairs at the preestablished time.
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BB-317 Natification and Debriefings.

a. Notifications. The Contracting Officer shall notify
unsuccessful offerors in accordance with FAR 15.1001.

b. Debriefings. Debriefings shall be conducted in accor-
dance with FAR 15.1003. Comparisons shall not be made
to other unsuccessful offerors’ proposals:

(1) Debriefings will be with only one offeror at a time
and will not be conducted until after contract award;

(2) The debriefing shall be confined to a discussion of
the offeror’s proposa, its strong and weak points in rela-
tion to the requirements of the solicitation and government
risk assessments and top-level information on the winning
offeror (See policy letter in AFAC 92-34);

(3) Debriefings will be conducted promptly (see policy
letter in AFAC 92-34). When discussions were held, any
weaknesses discussed during the debriefing should have
already been discussed with the offeror in the form of a CR
or a DR with the exception of weaknesses identified as a
result of the BAFO response. The strengths and weakness-
es identified in the debriefing should parallel those identi-
fied and documented by the SSET;

(4) Debriefings can be conducted orally (either face-to-
face or by telephone) or in writing. A formal briefing
(charts and script) will be prepared, coordinated with legal
counsel, contracting staff, and approval by the SSET chair-
person. A copy of the briefing charts and script will be pro-
vided to the offeror on request. The offeror should be
encouraged to submit written questions in advance. If writ-
ten questions are received, every effort should be made to
either incorporate answers into the debriefing charts and
script or provide written answers at the time of the debrief-
ings;

(5) The contracting officer shall chair the debriefing
session. The individuals actually responsible for the evalu-
ations, such as the SSET chairperson and evaluators shall
provide the specific evaluation results. Open discussions
are permitted on any aspect of the debriefings, including
answers to written gquestions. Discussions regarding the
validity of either the requirement or the evaluation process
shall be avoided;

(6) Offerors may ask oral questions during debriefings
in addition to written questions submitted prior to the
debriefing. Government personnel shall attempt to answer
al questions. However, the debriefing team should caucus
before providing answers to any questions not provided in
advance which are complex, unclear, or may potentially

lead to the release of proprietary or classified information.
All answers provided must be consistent with the informa:
tion presented to the SSA and correspond to the areas eval-
uated during source selection. Occasionaly, it may be nec-
essary to provide the offeror with a written response after
the debriefing. A written record of the debriefing presenta-
tion shall be made part of the official source selection file.
A written summary of al questions and answers shall also
be retained in the source selection file, and may be provid-
ed to the offeror; and

(7) A written debriefing may be conducted by provid-
ing the unsuccessful or successful offeror with copies of
the source selection decision document and those portions
of the PAR that relate to the offeror’s proposal. The con-
tracting officer may then permit the offeror to submit writ-
ten questions. When written questions are permitted, they
shall be answered promptly.

BB-318 L essons L earned. Following contract award, per-
sonnel responsible for the requirement shall determine if
publishing a Lessons Learned report would benefit the
source selection process. These reports should contain no
source selection or proprietary information, no reference to
the specific requirement involved, and be limited to perti-
nent issues that may be beneficial to future source selection
actions and planning. The report (if prepared) should be
provided to SAF/AQCS through the MAJCOM within 8
weeks after the source selection decision is announced, if
issues addressed have impact outside the MAJCOM.

BB-319 Security Requirements. The SSET shall develop
security procedures covering the entire source selection
process. i.e., locking containers, safes for classified, per-
sonnel clearances when required, telephone usage, storage,
and disposal of source selection generated data which
include proposals.
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Part 4 - SOURCE SELECTION DOCUMENTATION
AND RELEASE OF INFORMATION

BB-401 General. This part provides guidance on the treat-
ment of source selection documentation and the release of
source selection information.

a. FAR section 3.104, Procurement Integrity, implements
Section 27 of the Office of Federal Procurement Policy Act
(41 U.S.C. 423) as amended by subsequent National
Defense Authorization Acts.

b. FAR subpart 4.8 prescribes requirements for establish-
ing, maintaining, and disposing of contract files, including
source selection related documentation.

c. DoDD 5500.7, Standards of Conduct, sets forth stan-
dards of conduct for Air Force personnel, including cir-
cumstances relating to business relationships.

BB-402 Sour ce Selection Recor ds.

a. Source selection records are any records relative to the
source selection. However, not all source selection records
contain source selection sensitive information. and other
documents that have a direct relationship to the source
selection. Source selection records containing source selec-
tion sensitive information must be protected and appropri-
ately marked in accordance with FAR 3.104. Instructions
for protecting source selection information are provided in
paragraph BB-403, bel ow. Source selection records usually
include, but are not limited to, the following documents:

(1) Any directions from higher headquarters regarding
the requirement;

(2) If held, Acquisition Strategy Panel presentations
(view graphs and text) and minutes;

(3) Source list screening criteria and the results of the
screening, including justification(s) for not issuing a solici-
tation to specific sources;

(4) The approved Source Selection Plan;

(5) SSA delegation request and SSET Chairperson
nomination request;

(6) Evaluation standards;
*(7) Colors assigned to the evaluation criteria;

(8) All written orders or other written documentation
formally establishing SSET members, and amendments

thereto;

(9) Messages and other notices notifying SSET and
other source selection personnel of meetings;

(10) Record of attendance and a summary of proceed-
ings of any preproposal conference;

(11) Request for Proposal (releasable under FOIA);
*(12) All proposals and amendments or aternative pro-
posals submitted by each offeror, including a summary of

any oral presentation made directly to the SSET;

*(13) Evaluation reports including Narrative
Assessments and Cost(Price) Analysis;

*(14) Deficiency Reports, Clarification Requests, and
offerors’ responses;

*(15) Any correspondence sent to of ferors by the SSET
during the evaluation, and responses thereto;

*(16) Company-specific past performance information;

(17) All performance data and documentation used to
arrive at performance risk assessment;

*(18) The PAR;

*(19) All source selection presentations (view graphs
and text);

(20) Source Selection Decision Document;
(21) Lessons learned report;

(22) Records of attendance at source selection decision
briefings;

(23) Schedules of source selection meetings; and

(24) Source Selection Information Briefing Certificates
(see Attachment 10).

* Normally will require continued protection after
contract award.

b. Source selection sensitive documents are separate and
distinct from the official contract file. As such, they are
protected separately from the official contract file. The
establishment of source selection records does not elimi-
nate the requirements for maintaining official contract files
required by FAR Subpart 4.8. It is al ways necessary to pro-
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tect source selection sensitive records to prevent unautho-
rized access or release to the public. Because there are sep-
arate tables and rules for each category in AFI 37-122, Air
Force Records Management Program, the location of all
documents shall be noted by use of a cross-reference index
in the official contract file.

BB-403 Protecting Sour ce Selection Records.

a. In order to maintain the effectiveness and integrity of
the source selection process, al information related to the
source selection must be handled with the utmost discretion
to avoid any compromise.

b. While the source selection is in process, disclosure of
source selection information is the exclusive responsibility
of the SSA and the contracting officer (see FAR 3.104).
After contract award, this authority is vested in the respon-
sible PEO, DAC, or Contracting Activity Commander for
the specific contract or records involved. The responsible
official may delegate authority to grant access; but, authori-
ty to release source selection information is nondelegable.
Requests for access to or release of source selection infor-
mation and the authorizations granting access or release
must be in writing.

(1) Access is defined as receiving a source selection
record or the information in a source selection record, or
being permitted to view a source selection record; if the
record is not physically retained by the requester.

(2) Release is defined as permitting a copy of a source
selection document to be physically retained by the
requester.

c. In addition to the marking requirements of FAR 3.104,
source selection information must also be protected and
marked “For Official Use Only (FOUQ)". The cover sheet
format in Attachment 9 may be reproduced and used as
appropriate. The cover sheet should be printed on yellow
paper when available. Classified source selection docu-
ments must also be marked and protected as required by
DODI 5200.1-R/AFPD 31-4, Information Security
Program.

d. All persons involved in the source selection process
(including non-government advisors and administrative
personnel) will be required to execute a “ Source Selection
Information Briefing Certificate” before they are given
access to source selection information. The SSET chairper-
son shall ensure that the certificates from all source selec-
tion team members, including SSET members, are collect-
ed and filed with the source selection records. (See
Attachment 10 for the certificate format.)
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(1) Only individuals who have a strict need-to-know
and have signed the proper certification may have accessto
source selection information. Need-to-know must be clear-
ly established before any individual or activity is afforded
access to or release of source selection information while
the source selection is in process or for a specific record
after contract award.

(2) Under no circumstance will any advisor or member
of the SSET or any other person having access to source
selection information discuss the proceedings with any
individual not a member of the source selection organiza-
tion, except as authorized under this appendix.

(3) Any unauthorized disclosure or release of source
selection information will be investigated and, as appropri-
ate, treated under disciplinary procedures authorized by
law or administrative procedures.

e. Access to source selection sensitive information must
be strictly controlled at al organizational levels. Access
does not extend to other individuals in the organizational
chain of command of the individuals who are involvedin
the source selection.

(2) If the SSA desiresto provide information to persons
at higher organizational levels, each of those individuals
must complete the certificate (see Attachment 10) and send
it to the Contracting Officer to include in the source selec-
tion records.

(2) At the MAJCOM level, the MAJCOM Chief of
Contracting is responsible for controlling access to source
selection information.

f. When source selection information falls within the cat-
egories of materias that may be withheld from public dis-
closure (for example the PAR), each document or portion
thereof must have an independent basis for exemption.

(1) Any questions regarding public disclosure of infor-
mation should be considered on a case-by-case basis and
should be referred to the appropriate Freedom of
Information Act advisors.

(2) Documents that would otherwise be exempt from
disclosure may be subject to disclosure when incorporated
by reference in a nonexempt document (i.e., when a source
selection document is incorporated by reference in the
resulting contract). Such data normally is releasable fol-
lowing contract award unless there is a compelling reason
to deny release (i.e. if it contains classified information).
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g. When a protest, before or after contract award, has
been lodged to the General Accounting Office (GAQO),
General Services Board of Contract Appeals (GSBCA), or
other level in which the Secretariat or HQ USAF is
involved, any and all pertinent source selection documents
shall be forwarded to SAF/AQCX in accordance with
AFFARS 5333.1.

h. Requests for source selection information by Congress
or the General Accounting Office (GAO) will be processed
under AFPD 90-21/AFI 90-201, Air Force Relations With
Congress, and AFIl 65-401, Air Force Relations with
Genera Accounting Office (GAQ). These activities must
be informed of the restriction against public disclosure of
confidentia or proprietary information provided by offer-
ors. DOD and Air Force activities, such as the Inspector
General (1G), auditor, and other specially appointed activi-
ties must also obtain written authority for access or release
in accordance with this appendix.
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Attachment 1—SOURCE SELECTION ORGANIZATION

SSA ORGANIZATION EXAMPLE:

SOURCE
SELECTION
AUTHORITY (SSA)

SOURCE SELECTION
EVALUATION TEAM (SSET)

—
*

0>V H4Z00
Z=>md
r>0—ZIT0mMm
=>m4

ADVISORS

A

**TECHNICAL" refersto teams or panels necessary to evaluate the proposal using specific crite-
ria other than cost (price) or contract definitization. Examples might be Engineering, Logistics,

Management, Testing, etc.
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Attachment 2—SCHEDUL E OF SOURCE SELECTION EVENTS

The following list of events are those which usually occur
during a source selection. As a minimum, the Source
Selection Plan must include a schedule of those events
marked *. The cumulative elapsed time will be indicated at
each of the events.

1. Receive complete Purchase Request Package.

2. Personnel responsible for the requirement and contract-
ing personnel jointly develop the proposed acquisition strat-
€gy.

3. Acquisition Strategy Panel (ASP) convened (if used);
SSA delegation is discussed.

4. The Contracting Officer places a sources sought synop-
sisin the Commerce Business Daily (if gpplicable).

5. Prepare Acquisition Plan (if applicable).
6. SSA appointed.

7. SSET Chairperson appointed and SSET members des-
ignated in writing.

8. SSA and SSET members briefed on source selection
duties and responsibilities and source selection certificates
signed. (See Attachment 10)

9. SOW or PWS, Standards, and Evaluation criteria writ-
ten and assessed for completeness, compatibility
and feasibility.

10. SSET Chairperson (may be delegated), in conjunction
with the Contracting Officer prepares the Source Selection
Plan.

11. The Source Selection Plan is submitted to the SSA.

12*. The SSA gpproves the Source Selection Plan. (Must
be prior to RFP release.)

13. The Contracting Officer prepares the solicitation.

14. The local Contract Review Committee reviews the
solicitation. (The Contract Review Committee member must
sign a source selection certificate if the RFP review contains
source selection information.)

15. The contracting officer provides a preproposal brief-
ing to prospective offerors, if applicable. (May occur after
RFP release))

16 Solicitation release.

17*. Proposals received and checked for compliance with
any stated criteria, such as page count — evaluation starts.

18. Team members eval uate proposals against the stan-
dards and evaluation criteria as stated in Section L and M of
the RFP. Each team member evaluates all proposals.

19*. SSET members prepare Deficiency Reports and
Clarification Reports and determine initial color rating.
Initial evaluations completed.

20*. Competitive range determination and SSET initial
evaluation briefing provided to SSA.

21*. Release of Deficiency Reports and Clarification
Requests to each offeror determined to be in the competitive
range.

22* . Response to Deficiency Reports and Clarification
Requests received and evaluated by SSET members.

23*. Discussions completed with all remaining offerors.

24. Business clearance, legal review, and request for
BAFO released (if appropriate).

25*. Receipt and evaluation of Best and Final Offers
(BAFOs).

26. SSET analysis completed and Proposal Analysis
Report (PAR) prepared.

27. Decision briefing given to SSA.
28. SSA decision.

29. SSA Decision Document and updated PAR signed by
SSA.

30. Contracting Officer prepares the contract(s) and all
contract review committee and legal reviews, etc., are com-
pleted, i.e., contract clearance.

31. SSA announces award, including the following simul-
taneous actions:

Inform higher headquarters, if required by SSA delega-
tion;

- Congressional Announcement (if applicable);
- Contract Award; and

- Notification to Unsuccessful Offerors.

32. Debriefings to offerors, upon their request.

33. Post Award or Preperformance briefing to successful
offeror.

34. Lesson Learned report (if prepared) submitted |AW
MAJCOM guidance.

35. SSET close-out and team members debriefed.
Debriefing Certificates signed. SSET close-out include dis-
position of documents, i.e., disposal, contract files, or source
selection information to secure storage.
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Attachment 3—SAMPLE SOURCE SELECTION PLAN

SOURCE SELECTION PLAN
FOR
(Enter Title of Effort)

APPROVED DATE
SSA
COORDINATION
SSET Chairperson
Project Officer

Local Director of Contracting

PCO

Contract Review Committee

Pricing

A

(Enter anyone
else desired. Remove
unwanted lines)

BB-33



AFAC 92-44 January 15, 1995 AIR FORCE FAR SUPPLEMENT

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

Blank Page

BB-34



AIRFORCE FAR SUPPLEMENT ~ AFAC 92-44 January 15, 1995

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

Attachment 3—SAMPLE SOURCE SELECTION PLAN (Cont.)

TABLE OF CONTENTS

Section e No.

1. INTRODUCTION

2. SOURCE SELECTION ORGANIZATION

3. SOURCE LIST SCREENING PROCEDURES AND CRITERIA
4. SCHEDULE OF EVENTS

5. EVALUATION CRITERIA

6. EVALUATION PROCEDURES

7. ACQUISITION STRATEGY
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Attachment 3—SAMPLE SOURCE SELECTION PLAN (Cont.)
1. INTRODUCTION

(Enter a program or project overview and a description of the requirement. Include the total contract dollars, including
any options, and period of performance. The introduction must be consistent with the Acquisition Plan and the
Acquisition Strategy Panel findings.)

2. SOURCE SELECTION ORGANIZATION

The source selection organization consists of the Source Selection Authority (SSA) and a Source Selection Evaluation
Team (SSET). Specia Orders, signed by the SSA, will be initiated which will establish and identify the SSET members. All
members will devote their time to the source selection as the first order of business on a full-time basis, with normal day-to-
day work and TDY secondary. See the organization chart, at Figure 1 on page X, for alist of participants and their assigned
positions.

3. SOURCE LIST SCREENING PROCEDURES AND CRITERIA (Optional for Complex Acquisitions)
(a) Screening Procedures

(1) Screening of potential sources has been accomplished to ensure that adequate competition is obtained while lim-
iting the potential number of proposalsto be submitted to those contractors having the necessary qualifications to accomplish
the contract. The screening process precludes encouragement of prospective sources which are considered incapable of satis-
fying the Government’s total requirements.

(2) The screening criteria listed below were contained in the Sources Sought Synopsis published in the Commerce
Business Daily (CBD) on (Enter date). Those respondents to the synopsis meeting the screening criteria are considered
potential sources for this acquisition. Those respondents not meeting the screening criteria will be so notified by the PCO.

All respondents to the sources sought synopsis will be provided a copy of the RFP and if a“non-qualified” firm then submits
aproposal, it will be evaluated without prejudice.

(b) Screening Criteria

To be deemed qualified, prospective sources must demonstrate the following:
(Enter the screening criteria listed in the CBD synopsis)

(c) List of Prospective Sources
(Enter alist of potential sources)

4. SCHEDULE OF EVENTS: The schedule for this source selection is presented below:

Sources Sought Synopsis Published DA MON YR
Acquisition Strategy Panel Held DA MON YR
Acquisition Plan Approved DA MON YR
Source Selection Plan Approved DA MON YR
RFP Release Briefing DA MON YR
Receive Proposals DA MON YR
Initial Evaluations Complete DA MON YR
Competitive Range Briefing DA MON YR
Issue CRYDRs DA MON YR
Discussions Complete DA MON YR
Receive BAFO DA MON YR
Decision Briefing DA MON YR
Contract Award DA MON YR
(Period of Performance) DA MON YR

5. EVALUATION CRITERIA

The evaluation criteria are as follows:

(Insert Section M, Evaluation Criteria, from the RFP)
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Attachment 3—SAMPLE SOURCE SELECTION PLAN (Cont.)
6. EVALUATION PROCEDURES

The evaluation methods and procedures will conform to AFFARS Appendix BB and Supplements. The selection of
the successful contractor will be made by the SSA, based on an integrated assessment of the evaluation criteria estab-
lished in Section M of the RFP as follows:

(Insert description of evaluation approach and ranking of criteria.)

7. ACQUISITION STRATEGY

Insert a discussion regarding ASP recommendations, number of contracts to be issued, contract type and rational e therefore,
and a discussion of any draft RFPs issued and results thereof.
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Attachment 4—Sample Sour ce Selection Evaluation Guide

(May betailored to fit complexity of the acquisition or
eliminated if other structured evaluation approach is used)

SOURCE SELECTION EVALUATION GUIDE
FOR
(Enter Title of Effort)

I have reviewed this document for accuracy and completeness and agree with the proposed Source Selection
Evaluation Guide.

PCO

PROJECT OFFICER

SOURCE SELECTION OFFICER

| approve this Source Selection Evaluation Guide.

SSET CHAIRPERSON
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Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)

List of Abbreviations

1. INTRODUCTION
a. General
b. Responsihility

2. SOURCE SELECTION ORGANIZATION

a. Organization

b. Description of Responsihilities

3. SECURITY
a. General
b. Management
c. Procedure
d. SSET Personnel Duties

e. Office Security Manager Duties

f. Accountable Officer Duties
g. Certifications

4. ADMINISTRATION
a. General
b. Evaluation Area
c. Proposal Control
d. Classified Material
e. Working Hours
f. Schedule of Events

5. EVALUATION PROCEDURES
a. Generd
b. Proposal Evaluation

c. Presenting the Evaluation Results

d. Discussions/Negotiations
e. Best and Final Offer
f. Final Evaluation and Decision

TABLE OF CONTENTS

6. EVALUATION CRITERIA/STANDARDS

a. Structure of Proposals
b. Evaluation Criteria
c. Evaluation Standards

7. BRIEFINGS/REPORTS/DECISION DOCUMENT

a. Briefings
b. Reports
c. Decision Document

Page
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Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)
List of Abbreviations

(Add any othersthat apply to your source selection)

ACO....ccoovvvereennn, Administrative Contracting Officer
AO....iiriree Accountable Officer
BAFO......ccovirreree Best and Final Offer

0127/ 5] = S Clarification Request/Deficiency Report
DCAA....oeeeeee, Defense Contract Audit Agency
FOUOQ......ccoevvrvrnrnn. For Official Use Only
GFP..oovee e Government Furnished Property
OSM...covveeeeeeeene Office Security Manager
PCO....ccceeerce Procuring Contracting Officer

o Proposal Preparation Instructions
RFP.ooceeee Request for Proposal
SSA..c Source Selection Authority
SSB..oierrreeenenas Source Selection Board
SSET...oioiirerreererennas Source Selection Evaluation Team
SSEG....ceiererrennens Source Selection Evaluation Guide
SSO..cirrererrereene Source Selection Officer
SSP.eeee Source Selection Plan
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Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)

EVALUATION GUIDE

1. INTRODUCTION

(a) General: This guide is prepared for personnel select-
ed to evaluate offeror proposals in a negotiated competi-
tive acquisition. It is also for use by Government Advisors
involved in the source selection process. The SSET
Chairperson will also use this guide to manage the evalua-
tion effort and to control the quality, integrity, and com-
prehensiveness of the process.

(b) Responsibility: This guide cites many of the respon-
sibilities of the SSET. Each evaluation input will help pre-
pare the foundation for the total assessment of the individ-
ual offerors. It is therefore important that inputs be profes-
sional, concise, unbiased, and based on the criteria and
standards provided. Even though the evaluation is being
performed on a schedule, qudity is more important than
schedule. Under no circumstances will anyone be excused
from the board until authorized by the SSET Chairperson.
Advisors may be recalled for assessment of offeror
responses to CR/DRs issued by the contracting officer. At
all times, the team members, and advisors will be respon-
sive to the requirements of the SSET chairperson, and uti-
lize the forms, formats, and procedures contained herein.

2. SOURCE SELECTION ORGANIZATION

(NOTE: This section must be the same as the SSP)

(a) Organization:

The source selection organization consists of the
Source Selection Authority (SSA) and a Source Selection
Evaluation Team (SSET). Special Orders, signed by the
SSA, will be initiated which will establish the Source
Selection Board (SSB) and identify the Government board
members. All board members will devote their time to the
SSB as the first order of business on afull-time basis, with
normal day-to-day work and TDY secondary. See the
organization chart, at Figure 1 on page 4, for alist of par-
ticipants and their assigned positions.

(b) Description of Responsibilities:

(1) The SSA is responsible for making the Source
Selection decision and for the overall conduct of the
Source Selection, as well as, approving, in writing, the
appointment of the source selection evaluation personnel
and chairperson, reviewing and approving, in writing, the

SSP, authorizing release of the solicitation, approving the
Contracting Officer’'s determination to exclude offerors
from the competitive range, requesting approval from
(enter SAF/AQ if an executive program) in all cases where
it is necessary for the Contracting Officer to reiterate a call
for BAFO, and documentation of the selection rationale.

(2) The SSA Advisors are Government personnel at
staff level. Their responsibilities are to providing source
selection procedural advice to the SSA and the SSET, and
attend all “dry run” and formal briefings to the SSA. SSA
Advisors will not determine strengths and weaknesses,
establish initial or final assessments of risks, or actually
rate or rank offeror’s proposals.

(3) The SSET consists of a SSET Chairperson,
Contract Team, Technical Team, Performance Risk
Analysis Group (PRAG) (optional), SSA Advisors,
Government Advisors, and a Recorder. The SSET will
evaluate proposals, prepare a comparative anaysis of the
evaluations, and prepare a Proposal Analysis Report
(PAR) summarizing the strengths, weaknesses, and risks
of each proposal and their resultant ratings. Each SSET
component’s (SSA Advisor’s responsibilities are as stated
above) responsibilities are as follows:

(i) The SSET Chairperson’s responsibilities are to
prepare a SSP, prepare, review and approve a SSEG which
contain the proposal evaluation standards, review the
solicitation prior to RFP release, conduct an orientation
briefing for all board members, review the Contract and
Technical Team's assessments of the offerors’ proposal,
review assessments of performance risk, prepare the PAR,
and prepare, in conjunction with the PCO, the Source
Selection Decision Document.

(if) The Contract Team’s responsibilities are to coor-
dinate the development of the solicitation, conduct prepro-
posal briefings, prepare a cost (price) analysis of the offer-
ors proposals, conduct negotiations or discussions, evalu-
ate all other contracting factors such as offeror’s contract
terms and conditions, and preaward surveys, contract
definitization, and debrief unsuccessful offerors. The
Team Chief, who is the Procuring Contracting Officer
(PCO), is responsible for reading al proposas, issuing
DRs and CRs, conducting all written and oral discussions,
and making the competitive range determination (with the
approval of the SSA). The Price Analyst is responsible for
ensuring that costs relate to the proposed work; assessing
the associated cost risk by evaluating the probability of
experiencing future cost variances from those proposed;
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Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)

ensuring use of independent cost estimates and the con-
cept of most probable cost in assessing the realism of cost
proposals, and calculating most probable cost to the
Government using the technical risks identified by the
Technical Team. The Contract Team will prepare a report
which includes the cost or price analysis to be used by the
SSET for preparation of the PAR.

(iii) The Technical Team’s responsibilities are to
establish the basis for technical evaluation of proposals,
develop evaluation criteria, establish the relative order of
importance of the criteria and provide this to the Contract
Team for inclusion in the solicitation. After receipt of pro-
posas, the Technical Team will rate the Technical areas,
items, and factors of the proposal, identify and prepare
proposal Deficiency Reports (DRs) and/or Clarification
Reguests (CRs), and prepare narratives for technical eval-
uation reports. The Technica Team will also ensure that
the Contract Team Price Analyst is informed of the risk
areas and GFP impact, and assist the Price Analyst in
arriving at a judgment of the cost impact which may result
thereby arriving at a most probable cost for an offeror’'s
total effort.

In support of the Contract Team Price Anayst’s
efforts to generate a most probable cost determination for
each offeror, the Technica Team will submit manpower
evaluations immediately preceding both competitive range
and decision briefings. The Technical Team’s manpower
evaluations of offerors’ proposals will be compared to the
program office estimate of the manpower required for
each major task in the SOW. The Technical Team will pre-
pare a written report documenting the results of the evalu-
ation of the proposals against the standards to be used by
the SSET for preparation of the PAR. The final function of
the SSET will be to prepare a lessons learned report for
submission to the SSO.

(iv) If used, the PRAG's responsibilities are to con-
duct an in-depth review and evaluation of performance
data provided by offerors, and obtained from other
sources, to determine how closely the work performed
relates to the evaluation areas and items to be assessed.
They will confirm past and present performance identified
by the offerors in the proposals, obtain additional past and
present performance data, rate past and present perfor-
mance, assess performance risk with respect to evaluation
areas and items, brief the results of the PRAG evaluation,
prepare appropriate documentation of PRAG analysis for
use by the SSET for preparing the PAR, and provide con-
sultations on performance risk assessments, as required by
the SSA.
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(v) The Government Advisors' responsibilities are to
objectively review offeror’s proposals in a particular func-
tional area and providing comments and recommendations
to the SSET. They will not determine strengths and weak-
nesses, establish initial or final assessments of risks, or
actualy rate or rank offerors’ proposals.

(vi) The Recorder’s responsibilities as the
Administrative Officer for the SSET are to support all “dry
run” and formal meetings of the SSET and briefings to the
SSA, prepare and distribute Special Orders for the estab-
lishment and dissolution of the source selection board,
performing normal security duties as the Office Security
Manager, accounting for all certifications, ensuring typing
support, forms, and supplies are available, maintaining
logs, and controls the files, the proposals, the documenta-
tion, and the status of completion of evaluations, assisting
the PCO in receiving, marking, and breaking down pro-
posals, preparing briefing charts, and preparing a lessons
learned report for the SSET Chairperson’s signature.

SOURCE SELECTION ORGANIZATION
(Insert “wiring” diagram here)

NOTE: Remove this statement prior to printing. Include
on the organization chart the names of individuals for each
of the following: SSA, SSET Chairperson and Vice
Chairperson, Technical Team, Contract Team, PRAG
Team, Government Advisors, and the Recorder. Where
advisors names are not known include number of individ-
uals. Include office symbols only for the SSA Advisors.

3. SECURITY

(a) General: The security of the evaluation procedures is
of extreme importance. The disclosure of the proceedings,
evaluation results, or proposal information can result in
special appeals or protests that could delay the program
and embarrass the Air Force, not only in the selection
under consideration, but also in future Air Force dealings
with industry. The unauthorized disclosure of evaluation
or proposal information will be investigated, and viola-
tions will be processed in accordance with applicable Air
Force regulations.

Since classified documents are sometimes involved in
source selections, and since al source selection informa-
tionishandled as For Official Use Only (FOUO) material,
all SSET participants are required to certify their familiari-
ty with security regulations. DoDD 5000.7 is also included
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in the certification because of contractor involvement in
the process.

(b) Management: Internal security for the source selec-
tion area will be carried out by the Recorder. The
Recorder will adso be the Accountable Officer (AO) and
Office Security Manager (OSM) for all classified material.

(c) Procedure: Source selection personnel other than the
PCO or respective buyer will not discuss contractual mat-
ters such as PPl status, proposals, number or identity of
offerors, discussions, negotiations, and award of contracts
with prospective offerors.

(d) SSET Personnel Duties: All information contained in
the proposals or pertaining to the source selection process
is sensitive. During the period between the receipt of pro-
posals and notification by the PCO that an award has been
made, al SSET personnel (including advisors) will ensure
that:

(1) Details of the acquisition activities are not made
known, wholly or in part, to anyone other than authorized
personnel.

(2) Any attempt by an offeror to ater a technical pro-
posal already submitted will be referred to the PCO.

(3) No information will be provided to an individual
offeror which may improve his position to the disadvan-
tage of a competitor.

(4) Thereis no discussion of any aspect of the selection
activity outside the source selection area.

(5) Briefcases, folders, purses, etc., will not be brought
into the source selection area, but will be left at the
entrance with the Recorder.

(6) Materials will not be removed from the source
selection area except with the permission of the SSET
Chairperson or adesignee.

(7) There will be at least two people present at all times
in the source selection area during SSET activities, and
one of those must be the Recorder or hig/her aternate.

(8) All wagte paper containing proposal or evaluation
notes or data will be disposed of as classified waste in
containers so identified in the evaluation area.

(9) All classified materia is handled in accordance

with applicable regulations and DD Form 254,

(20) Unclassified documents, records, and reports asso-
ciated with the selection process will be designated
“Source Selection Sensitive, For Official Use Only,
Source Selection Information—See FAR 3.104”, and will
be handled pursuant to DoDI 5200.1-R/AFPD 31-4,
Information Security Program.

(e) Office Security Manager (OSM) Duties: The OSM is
required to perform the following duties:

(1) Verify that all SSET members have clearances com-
mensurate with the highest classification of material pro-
cessed by the SSET.

(2) Conduct a security briefing for all SSET partici-
pants prior to the initiation of evaluations.

(3) Monitor classified documents to ensure proper pro-
tection.

(4) Securely attach to the outside top of each classified
container the Standard Form 702, “Security Container
Check Sheet”, and annotate same daily.

(5) Check al working areas and classified storage con-
tainers as required to ensure that all classified material is
secure. The following are detail procedures (duties):

(i) Each container of SSET material will be secured
and checked daily, and, if a classified container, annotated
by the user.

(ii) The OSM or his designee will double check and
annotate the AF Form 702 and AF Form 701.

(6) Furnish security advice and guidance to source
selection activity personnel.

(7) Recommend to the SSET Chairperson ways that
status of security may be improved.

(f) Accountable Officer Duties: The AO is required to
perform the following duties:

(1) Control accountable Secret and accountable
Confidential material within the SSET.

(2) Supervise the receipt, transmittal, and destruction of
classified material or supervision thereof.
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(3) Set new combinations for each container used for
the storage of classified material.

(4) Record and file combinations of all security con-
tainers used by the SSET. Record the names of those
members having knowledge of the combinations. AF
Form 502, “Persons Responsible for Safe”, will be used
for this purpose.

(5) Periodically conduct review of classified material as
needed to assure control.

(6) Conduct a final review of all classified material
upon termination of the selection proceedings.

(7) Dispose of all excess classified material upon final
adjournment of the SSET.

(8) Pursuant to normal security regulations, reset com-
binations of classified storage containers prior to turn-in.

(g) Certifications: Three certifications are required of all
SSET members. These certifications are (1) Security, (2)
Conflict of Interest, and (3) Disclosure. The completed
forms are retained in the SSET files by the Recorder.

(1) Security: All participants certify they have read and
understand AFPD 31-4 as supplemented.

(2) Conflict of Interest: All participants will certify that
they do not possess or control any financial or other inter-
est in the competing offerors. Where a possible conflict of
interest exists, the participant will revea the details in
confidence to the SSET Chairperson for a determination in
conjunction with JA. If a conflict or the possible appear-
ance of one exists, the participant will be excused from the
SSET. Where no conflict is determined to exist, the partic-
ipant is so informed.

(3) Disclosures: All information concerning action of
the SSET, including its membership, is “ Source Selection
Sensitive, For Official Use Only, Source Selection
Information—See FAR 3.104”. the contracting office, the
requiring agency and their HQ as applicable, and/or HQ
USAF will be informed by the SSET via a letter or mes-
sage that a source selection is in progress and that individ-
uals are not to discuss the acquisition with contractors.
Participants are not to relate SSET information to their
superiors unless their superiors are official members of, or
advisors to, the SSET. The chain of command does not
exist during the source selection process. Discussion of
proposals, evaluations, or assessments must be confined to
the areas designated for evaluation, deliberations, and offi-

BB-48

cial meetings. Even after a selection/award has been made,
discussion of successful or unsuccessful proposals, or any
evaluation thereof, is not permitted. This restriction con-
tinues until the file is destroyed, which is typicaly six
years after completion of the contract. However, after an
award has been made, this does not restrict the program
office from providing support personnel with information
on the winner that is needed to carry out their responsibili-
ties.

4. ADMINISTRATION

(a) General: As indicated el sewhere, the conduct, man-
agement, and completion of the evaluation process is the
responsibility of the SSET Technica Team Chief. While
thisis true, a substantial amount of cooperation from par-
ticipants is necessary for timely and thorough accomplish-
ment of evaluations.

(b) Evaluation Area: The evaluation area will be in
(room #, bldg #). The Recorder will be given atour of the
room and given the room key one week prior to proposal
receipt to prepare the room. The files will be concentrated
in one area of the room. Chairs and tables will be arranged
so as to be conducive to undisturbed deliberation. The
door to the Room will remain closed except for entry and
exit, and will be locked when the area is unoccupied.
Everyone who enters and leaves the area must sign in and
out on the log provided by the Recorder. Total isolation is
an objective. All discussions pertaining to the evaluation
will take place within this room, exclusive of briefings to
the SSA or the Program Manager, or other briefings autho-
rized by the SSA. No portfolios, folders, or non-source
selection information may be brought into the area unless
the material is necessary for evaluation. Such determina-
tions will be made by the Recorder. All other material will
be deposited at the entrance and reclaimed when leaving
the area. Incoming phone messages will be relayed by the
Recorder. A limited number of phones are available for
official calls. Additiona instructions on the use of the
evaluation area will be circulated and posted prominently.
The Recorder controls the number of keys issued for
access to the evaluation area and is responsible for the
accountability thereof.

(c) Proposal Control: All proposals received will be
marked by a copy number, and then filed by volume. A
control log for distribution of sections or volumes will be
maintained by the Recorder. The Recorder will be respon-
sible for logging the proposals in and out for the evalua-
tors' use. Access approval will be checked prior to check-
ing out proposalsto any person connected with the evalua-
tion activities.
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(d) Classified Material: Specific containers are provided
for classified material. They will be marked so they are
easily distinguished from those provided for unclassified
source selection sensitive information. Particular care must
be exercised in the disposal of classified waste, and the
classification, where necessary, of the individual evalua-
tions. Any questions concerning the classification of any
material should be referred to the OSM or AO. Discussion
of classified information should take place in areas segre-
gated from unclassified discussion areas.

(e) Working Hours: The source selection area will be
open 0730-1730 hours, Monday through Friday. It may be
necessary to increase hours of operation in order to mest
the source selection schedule. Such rescheduling will be
announced in advance, and the cooperation of al partici-
pants is expected. Should personnel wish to extend the
day’ s effort, they will notify the Recorder or alternate, who
will then remain as long as necessary.

(f) Schedule of Events: The daily schedule for this source
selection is presented below:

BB-49



AFAC 92-44 January 15, 1995 AIR FORCE FAR SUPPLEMENT

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

Blank Page

BB-50



AIR FORCE FAR SUPPLEMENT AFAC 92-44 January 15, 1995

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)

DAILY SCHEDULE OF EVENTS

EVENT DAY OPR

(Est. days.

enter date

DDMMMYY)
Receive PR -170 PCO
Sources Sought Synopsis | ssued -156 PCO/PO
Sources Sought Synopsis Published -150 PCO
Receive Contractor Qualification Statements -120 PCO/PO
Evaluate Qualification Statements Completed -110 PCO/PO
Acquisition Strategy Panel Completed -80 PCO/PO/PK
Request For SSA Delegation From SECAF -80 SSO
Start Acquisition Plan (AP) -80 PCO/PO
Start Source Selection Plan (SSP) -80 PO/PCO/Rec
Start Draft RFP/RFP - 80 PCO/PO
Start Source Selection Evaluation Guide (SSEG) -80 PO/Rec
Start Orders -80 Rec
Draft RFP to Industry -75 PCO/PO
Receive Comments From Industry -45 PCO/PO
RFP To Contract Writing -42 PCO/PKXB
Solicitation Review Board Completed -28 PCO/PO
RFP To Contract Writing for changes -21 PCO/PKXB
RFP Review Complete -16 PCO/PKC/JA
Issue Notice of Contract Action -16 PCO
Notice of Contract Action Published -10 PCO
AP Approved -02 PCO/PO
SSP Approved -02 PO/Rec
SSEG Approved -02 PO/Rec
Orders Approved -02 Rec
Comp RFP Rel Brief Charts’/Exe Mgt Sum Ltr -02 Rec/PO/Chair/PCO
RFP Release Briefing to SSA -01 Rec/PO/Chair/PCO
Exe Mgt Sum Letter Signed by SSA -01 PCO
RFP Released -0 PCO
Receive Contractor Questions/Comments + 10 PCO/PO
Issue RFP Amendment if required +15 PCO
Receive Performance Volumes +15 PCO/Rec
Release Performance Questionnaires +15 Rec
SSET Orientation Briefing Charts Completed + 20 Rec/Chair/PO
SSET Orientation Briefing +21 Rec/Chair/PO
Proposals Received & Checked + 30 PCO/Rec
Request Audits/Preaward Surveys +31 PCO
Eval Offeror A/Write Narr/DR/CR/RA/S&W +31 TT
Start Consolidated Lists of NARR/DR/CR/RA/S&W +33 Rec
Eval Offeror B/Write Narr/DR/CR/RA/S&W +33 TT
Eval Offeror C/Write Narr/DR/CR/RA/S&W +35 TT
Complete Consolid Lists of NARR/DR/CR/RA/S&W + 36 Rec
Review & Rate Consolid DR/CR/RA/S&W +40 TT
Issue Ltr For Competitive Range Briefing + 40 Rec
Prepare Draft Color/S&W Charts +45 Rec
Receive Performance Information/Questionnaires + 45 Rec/PRAG
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Performance Risk Assessment Completed
Prepare PRAG Performance Charts

Start Writing PAR

Start Writing Lessons Learned Report
Complete Competitive Range Briefings Charts
Competitive Range Briefing Dry Run
Correct Competitive Range Charts
Coordinate CR/DR with JA & SSO
Competitive Range Briefing To SSA
Release Ltrs To Krs Outside Competitive Range
Release Questions To KRS In Competitive Range
Prepare Contract(s)

Receive Kr Responses to questions

Start Contracts review

Evaluate Responses to questions

Prepare Questions for Discussions
Receive Audits/Preaward Surveys
Complete Contracts Review

Contract Ready For Offeror Signature
Discussions With Offeror A

Discussions With Offeror B

Discussions With Offeror C

Request BAFO

Receive BAFO

Evaluate BAFO

Prepare Decision Briefing Charts

Issue L etters For Decision Briefing
Complete PAR

Send 1279 Report

Prepare Decision Document

Decision Briefing Dry Run

Correct Decision Briefing Charts
Decision Briefing To SSA/Contract Award
Decision Doc Signed By SSA

Complete Lessons L earned Report

Manual Approval

Contract Award

Notifications to Unsuccessful Offerors
Issue Notice of Contract Award

Postaward Conference w/Successful Offeror
Debriefings (Upon Request By Offeror)
Source Selection Closeout

+ 46 PRAG/Rec

+ 46 PRAG/Rec

+ 46 PO/Rec

+ 46 Rec/PO/Chair

+ 46 Rec/PO

+ 47 TT/Chair/CT/PRAG

+ 48 Rec

+ 48 TT/CT

+ 49 TT/Chair/CT/PRAG

+ 50 PCO

+ 50 PCO

+50 PCO

+ 60 PCO

+ 61 PCO

+ 62 TT/Chair

+ 63 PCO/TT/PO

+71 PCO

+71 JA/PKC

+73 PCO

+74 TT/CT/Rec

+75 TT/CT/Rec

+ 76 TT/CT/Rec

+77 PCO

+ 84 PCO

+ 86 PCO/TT

+ 86 Rec/PO

+ 86 Rec

+ 87 Rec/PO

+ 87 PCO

+ 89 Rec/PO

+91 TT/Chair/CT

+92 Rec

+93 TT/Chair/CT

+94 TT/Chair

+94 Rec/PO/Chair

+101 PCO

+101 PCO/PKXB

+101 PCO

+101 PCO

+110 PCO/PO
PCO/TT

+115 REC/PKXC

Chair = SSET Chairperson

CT = Contract Team

A =JAG

PCO = Procuring Contracting Officer
PK = ASP Chairperson

PKC = Procurement Committee
PKXB = Operations

PKXC = Competition Advocacy Representative
PRAG = Performance Risk Analysis Group

PO = Project Officer

REC = Recorder

SSO = Source Selection Officer

TT = Technical Team

BB-52

AIR FORCE FAR SUPPLEMENT




AIR FORCE FAR SUPPLEMENT

AFAC 92-44 January 15, 1995

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)

5. EVALUATION PROCEDURES

(NOTE: This section must track to the section in the SSP)

(a) Genera: The evauation methods and procedures will
conform to AFFARS Appendix BB and Supplements. The
selection of the winning contractor will be made by the
SSA based on the SSET’ s total assessment of the evalua-
tion criteria established in Section M of the RFP.

(b) Proposal Evaluation:

(1) Technical Team:

(i) Each evaluator will evaluate each proposal in its
entirety for each item and factor in the technical and man-
agement volume, even if the item and factor is outside the
evaluator's area of expertise. The evaluator's understand-
ing of the entire proposa will prevent the evaluator from
making mistakes in interpreting his’/her area of expertise.
Also, it is not uncommon for an offeror to propose mutu-
ally exclusive approaches to a task in two different por-
tions of his proposal and the evaluator can help to discover
them.

(ii) Each portion of a proposal must be evaluated
against a related standard identified in the Evaluation
Criteria/Standards section of the SSEG. That standard
must remain constant for each proposal to prevent the pos-
sibility of comparing one proposal to another. A proposal
should meet the minimum requirements. If this is done,
the offeror should be able to perform the work being con-
tracted in an acceptable manner, on time, and within cost.
If any requirement is exceeded in the proposal, and that
excess is advantageous to the Government, the evaluation
of that proposal must include the facts and reasons behind
the high evaluation given. Likewise, any portion of the
proposal that does not meet the minimum requirements
must be individually evaluated and reported to the SSET.
The evaluator must assess the possibility of the offeror
correcting the problem to allow his proposal to meet the
requirements, and provide the assessment to the Contract
Team Price Analyst if manpower or cost are affected.

(iii) Evaluators will identify deficiencies found in
each offeror’s proposal and record them. A “deficiency” is
defined as any part of an offeror’s proposal which when
compared to the pertinent standard, fails to meet the
Government’s minimum level of compliance. Examples
include: Proposed approach which poses an unacceptable
risk, omission of data which makes it impossible to assess
compliance with the standard for that requirement, or an

approach taken by an offeror in the design of its system or
project which yields a performance which is not desired.
Failure to respond to a criterion is a deficiency. A defi-
ciency gives the offeror the opportunity to revise his pro-
posal. Deficiency Reports will be provided to the offerors
remaining in the competitive range for proposal amend-
ment and/or correction.

(iv) Evaluators will identify those aspects of the pro-
posal which require clarification and record them.
Examples of items requiring clarification are: minor irreg-
ularities and informalities or apparent clerical mistakes
which do not give the offer an opportunity to revise or
modify its proposal. Clarification requests should specifi-
cally identify the aspect of the offeror’s proposal for
which clarification is required. If the offeror chose not to
answer a question, would it affect the rating of his propos-
al? If the answer is yes, then the issue should be a defi-
ciency, not a clarification. A clarification can potentially
become a deficiency if, when the offeror explains the clar-
ification, what initially seemed insignificant is really a
major problem. A clarification does not require a weak-
ness on the Strength/Wesakness charts. Clarifications aone
will not normally change a color rating. Clarification
Requests will be provided to the offerors remaining in the
competitive range at the same time as the Deficiency
Reports.

NOTE: Deficiency Reports and Clarification
Requests provided to the offerors do not have to be in
guestion format with a question mark at the end of the
statement; “Explain your procedure for XYZ" will get the
point across as well as “What software will you use to
evaluate ABC?' Evaluators must be concerned about tech-
nical leveling when preparing questions (i.e. don’t lead
him to the correct answer), however, you MUST be direct
enough in your questions to tell the offeror what you real-
ly want him to respond to. Ask the offeror to explain the
merits of why he chose to use method/software/procedure
ABC, not why he didn't use method/software/procedure
DEF like company XXX. If the offeror failed to answer
part of a PPl criterion, tell him which part he failed to
answer, not that his answer to PPl criterion #xxx was
vague. The offeror cannot give you the answer you need,
if he doesn’t understand specifically what you want from
him.

(v) Evaluators will also identify strong and weak
points for each offeror’s proposed approach for each item
and factor. The significant strong and weak points will be
presented on Strength/Weakness Charts (See sample
attached), therefore, evaluators should remember that
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every weakness reported on the Strength/Weakness charts
requires a deficiency.

(vi) Evaluators will assess each proposal’s technical
quality, and record the assessment with the appropriate
strong and/or weak point. These assessments will be
applied against the specific criteria reflected on the
Strength/Weakness Charts.

(vii) Evaluators will evaluate the hours proposed in
the manpower volumes against the project office estimate
of what is required for the job, as that job is proposed by
the of feror. Each proposal is likely to look at the job dif-
ferently, therefore each will have a different manpower
requirement. The evaluator will only concern himself with
the proposal at hand and not compare the manhours
required in a different approach. This evaluation will be
coordinated with the Contract Team Price Analyst.

(viii) Evaluators will identify and assess the technical
risks associated with each offeror’s proposal. The areas of
risk which must be assessed are those relevant to this
effort such as cost, schedule, and technical aspects of the
program. Although, as a part of their proposal, offerors are
required to submit a risk analysis which identifies risk
areas and the recommended approaches to minimize the
impact of these risks on the overall success of the pro-
gram, evaluators are required to make an independent risk
assessment.

In evaluating the technical risk, the evaluators must
consider the program office assessment, the offeror’s
assessment and make an independent judgment of the
probability of success, the impact of failure, and the alter-
natives available to meet the requirements. Risks may
occur as aresult of a particular technical approach, select-
ing of certain materials, processes, equipment, etc., which
may result in cost, schedule, or economic impacts.
Additional risks become apparent when a given approach
is estimated to result in marginal operational performance.
Certain risks may be known to exist in the program at the
time that the solicitation is released. In this case, the pro-
posals must not be penalized merely because of the exis-
tence of these particular risks. Measurement of the accept-
ability must consider both the approach proposed, the
aternatives available, and any back-up solutions described
in the proposal. Risk assessment forms will be submitted
to the Contract Team Price Analyst along with the man-
power evaluation forms. The risk definitions in AFFARS
Appendix BB will be used : (Insert definitions verbatim)

(ix) The evaluations will be conducted utilizing the
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following steps:
Step One: Read the SOW, the SSP, and the SSEG.
Step Two: Read the entire proposal.

Step Three: To begin the evaluation of the first fac-
tor, open the SSEG to the section on standards. Before
you begin writing the Evaluation Narratives, understand
the following guidance: In this iteration of the review pro-
cess you should be fairly “picky.” Several relatively small
complaints may begin to show a general trend and you
might find that they should be combined into a single
weak point when you are finished. You should include
proposal, PPI, or SOW page and paragraph numbers as a
reference in the remarks. The references can be useful in
resolving disputes over interpretation. Now , comment on
the proposal as follows:

Summarize in your own words, on the evaluation
narrative forms, the adequacy of the offeror’s approach to
the whole factor. Do not try to use this space to summarize
what he proposed unless you are trying to make a specific
point.

Next, comment on his specific performance as
regards each SSEG standard in this factor. “OK” is suffi-
cient if he simply meets the standard. “Evaluator not qual -
ified” is a reasonable comment when appropriate. But, if
you identify a strength or weakness, record it on the
Strong/Weak Points Form, using complete sentences and
thoughts to describe the situation, and make it clear to the
chairman what you did and did not like. Label it a strong
or weak point (SP or WP) in the left margin. If itisafairly
significant weak point you should write a brief statement
asto the potential negative impact that it could have on the
program, and write a candidate Deficiency Report (DR) to
go with it, using the Deficiency Report Form. Each candi-
date DR should include a PPl and SOW reference.
Significant strong points should be accompanied by a
brief statement as to the benefit to the Government, such
as reduces operating cost, reduces risk, increases perfor-
mance, etc. and a discussion of why it is a benefit. List
guestions, the answers to which would aid you in compl et-
ing the evaluation of the factor. These are candidate
Clarification Requests (CR), recorded on the Clarification
Requests Form, which may be sent to the offerors. Label
the DR or CR in the left margin.

If you should notice something in the offeror’s
approach that introduces an element of risk with regard to
his ability to accomplish the job, or which may effect
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schedule of cost, explain what the risk is and why it could
affect the program, record it on the Risk Assessment
Form.

Now go back one and prioritize the strong points
and weak points.

Write your DRs or CRs for each weak point above.
Write your Strong Point/Weak Point for each DR. Staple
your Evaluation Narrative, Weak Point, and Deficiency
Report together in a set. Do this for each Deficiency.
Staple your Evaluation Narrative and Clarification
Request together in a set. Do this for each Clarification.
Staple your Evaluation Narrative and Strong Point togeth-
er inaset. Do thisfor each set.

Be sure the top of the evaluation narrative form is
filled in with your name, the factor, the offeror, etc., and
turn it in to the Recorder or appropriately designed person.
These forms do not need to be typed, just legible.

Repeat this procedure for each factor.
Repeat this procedure for each proposal .

Step Four: Consolidate the strengths and weakness-
es for each offeror. The Recorder should start working on
the first proposal when the evaluators are working on the
next proposal. The Recorder should consolidate all the
strengths and weaknesses by item/factor either on the
strength/weakness charts or on easel paper so the team
may work through the wording, validity, severity, and
ranking of the issues. Then once the proposals have all
been evaluated, the evaluation team can immediately start
working on determining the colors and the ranking of bul-
lets. Make one person responsible for recording the word-
ing changes and ranking (not necessarily the Recorde).

NOTE: Do not compare offerors. But remember
that for afair evaluation you must insure that the SSA can
make a fair decison. If two offerors did the same thing,
use the same words to describe the problem or strength
and give it the same emphasis. This drives out what the
true differences are between two similar sounding evalua-
tions.

(2) Performance Risk Assessment:

(i) The PRAG Evaluators will identify and assess the
performance risks associated with each offeror’s proposal
using a Risk Assessment Form. Performance risk assesses
the offeror’ s present and past work record to determine the

probability of successfully accomplishing what has been
promised in their proposal.

The areas of risk which must be assessed are past and
present performance, including management and cost, rel-
evant to this effort. Past and present performance must
demonstrate an ability to achieve management objectives
as shown by performance on related Government efforts.
Cost performance risk will be assessed for all contract
types. For firm-fixed-price (FFP) contracts; however, the
analysis will be focused on the contractor’s cost manage-
ment record and program impact caused by change orders,
claims, requests for equitable adjustments, and other sub-
sequent cost increases that occur throughout the life of the
FFP contract.

Data on the offeror’s performance (including that of
critical subcontractors or teaming contractors which will
be separately identifiable and documented) will be
obtained from sources such as the AFMC Contractor
Performance Assessment Report (CPAR) system (obtained
from an AFMC Center representative); information
obtained from questionnaires sent to the ACO, PCO,
and/or Project Officers, preaward surveys, Contract Alert
List, and Contractor Operations Reviews. Each perfor-
mance evaluation and risk assessment will consider the
number and severity of problems, the effectiveness of cor-
rective actions taken, and the overall work record. The
assessment of performance risk is not intended to be a
simple arithmetic function of an offeror’s performance on
alist of contracts; but rather, the information deemed most
relevant and significant by the PRAG will receive the
greatest consideration. In the cost area, the PRAG should
give more condderation to efforts for similar end items,
efforts during a similar phase of acquisition cycle, and to
efforts with smilar contract types. The following defini-
tions of performance risk will be used:

(Insert verbatim performance risk definitions from
AFFARS Appendix BB)

(3) Contract Team:

(i) The Contract Team Price Analyst will evaluate the
manpower and cost aspects of each offeror’s proposa to
determine that prices are fair and reasonable. Cost pro-
posals will be reviewed in terms of mathematical correct-
ness, relevancy, completeness, and realism. After evalua-
tions of the Technical and Management Area have been
completed, and rankings have been established, the evalu-
ation of the cost proposals will be compared against these
rankings to determine the combination most advantageous

BB-55



AFAC 92-44 January 15, 1995 AIR FORCE FAR SUPPLEMENT

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

Attachment 4—Sample Sour ce Selection Evaluation Guide (Cont.)

to the Government, and award(s) will be made on that
basis. Price or cost will not be scored. Appropriate use
will be made of field pricing reports and audits, Project
Officer’'s Estimate, and Government-developed
Independent Cost Analysis or Most Probable Cost
Estimates, as applicable. Life Cycle Cost will be consid-
ered, if appropriate.

(c) Presenting the Evaluation Resullts:

(2) Based upon the collective evaluations, the Technical
Team and SSET Chairperson will determine final colors
for each offeror, by item, to determine the ranking of the
proposals. The color coding method and criteria are
defined as follows:

(Insert verbatim color definitions from AFFARS Appendix
BB)

Asagenera guide, an offeror’s proposal may be con-
sidered for elimination from the competitive range if, in
the opinion of the SSET Chairperson, the proposal does
not propose an operationally or technically suitable con-
cept or has deficiencies so severe as to preclude resolution
in time to be of service to the Government.

(2) The PCO will make a competitive range determina-
tion subject to approval by the SSA.

(3) The Technical Team will prepare briefing charts for
presenting the proposa rankings to the SSA. A briefing
chart matrix (See sample attached) will be used to summa-
rize each proposal by item using the AFFARS Appendix
BB color coding scheme. Narrative charts describing
strengths/weaknesses for each proposal will be prepared
using guidance and examples provided by the SSO.

(d) Discussions/Negotiations:

(1) Discussions will be held with each offeror deter-
mined to be within the competitive range. Discussions will
begin with each offeror making oral presentations, at the
contracting office, discussing the answers to the
Clarification Requests and Deficiency Notices. At the pre-
sentation the offeror will review any changes from hisfirst
proposal, as well as addition of any other information
which he feels is pertinent. The offeror will have one hour
for his presentation. The Technical Team members and the
Recorder will take notes during this presentation. At the
conclusion of this presentation, the Technical Team mem-
berswill caucus to develop questions based on the presen-
tation. The meeting will then resume with a question and
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answer session. Again, Technical Team members will take
notes on any information which may affect their evalua-
tion. The presentations and subsequent interchange will be
evaluated by the Technical Team and the PCO. This new
information may affect the final assessment of each offer-
or's proposal. Any deficiencies identified at this time will
be presented to the of feror by the PCO in the contract dis-
cussion period following this session.

(2) Immediately following the oral presentations and
discussions the Contract Team will hold a contract discus-
sion period with the offerors. Discussions will include
proposed additions and or exceptions taken to contract
terms and conditions, cost area including rates/factors,
subcontract cogts, and any new deficiencies/clarifications
generated by the oral presentations. The offerors will
resolve these issues with their best and final offers.

(e) Best and Final Offer (BAFO):

Following discussions, the PCO will issue a letter
requesting BAFOs from the offerors remaining in the
competitive range.

(f) Final Evaluation and Decision:

When the BAFOs are received, the Technical Team and
the Contract Team will evaluate them and revise the
Competitive Range briefing charts to show final evalua-
tion including those changes resulting from the oral dis-
cussions. The Competitive Range charts will be revised by
lining out weaknesses corrected, using the asterisks to
indicate those strengths and weaknesses added, and using
an overlay with arrows (up or down) to indicate how a
color changed.

The revised briefing charts will be briefed to the SSA
at the Decision Briefing. The SSA will make adecision on
the source(s) to be selected.

The final function of SSET will generate a L essons
Learned Report to be presented to the SSO and a Proposal
Analysis Report to be present to the SSA.

Prior to making or announcing any awards of contract,
the SSA will brief the Commander of his/her decision.
After al matters are complete, the SSA will authorize exe-
cution of the successful offerors’ contract, announcement
of award, and contract distribution. The Contract Review
Committee will interface with the Office of Information
and the Office of Legidative Liaison to ensure the notifi-
cation of award to congressional interests and the news
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media occur simultaneously.

Upon receipt of awritten request for a debriefing from
an unsuccessful offeror, the PCO will make the necessary
arrangements for same. The debriefing will be conducted
by the SSA or his designee. The successful offeror will be
debriefed at the Post Award Orientation Conference.

6. EVALUATION CRITERIA/STANDARDS

(a) Structure of Proposals: The proposals which are to be
evaluated have been organized into a specific number of
volumes and are specified in the PPIs in Section L of the
RFP. They are also set forth below:

(Insert Section L, Proposal Preparation Instructions
(PPIs), from the RFP. NOTE: This section must be the
same as the one in the RFP)

(b) Evaluation Criteria: Section M of the RFP provides
the criteria for each of the areas, items, and factors to be
evaluated. The criteriaare as follows:

(Insert Section M, Evaluation Criteria, from the RFP.
Note: This section must be the same as the one in the SSP
and the RFP))

(c) Evaluation Standards: Standards for evaluating pro-
posals have been established at the lowest level of subdivi-
sion of specific evaluation criteria. They indicate the mini-
mum performance or compliance acceptable to enable an
offeror to meet the requirements of the solicitation. The
following standards shall be utilized in evaluating propos-
as:

(Insert the standards developed by the project office.
Sandards may be quantitative or qualitati ve. Use format
in Attachment 5 to AFFARS Appendix BB.)

7. BRIEFINGSREPORTS/DECISION DOCUMENT

(a) Briefings.

(1) REP Release Briefing: The SSET Chairperson and
the PCO are responsible for presenting the RFP release
briefing to the entire source selection board on the techni-
cal and contracting aspects of the acquisition. The purpose
of this briefing is to obtain SSA's approval of the source
list and approval to release the RFP.

(2) Orientation Briefing: Approximately one week
before proposals are received, the SSET Chairperson or

project officer and the Recorder will brief the entire source
selection board on administrative and technical duties,
procedures, and other details about the source selection
process for this effort.

(3) Competitive Range Briefing: This briefing is a fol-
low-on of the RFP Release Briefing. Following the evalua-
tions by team members, the Technical Team Chief will
brief the SSET Chairperson and the PCO on the results of
those evaluations. The PCO will make his/her competitive
range determine subject to the approval of the SSA. The
SSET Chairperson and the PCO will present competitive
range briefing to the SSA and the entire source selection
board. The briefing provides the SSA with the information
necessary to make the final decision on which offerors
will remain in the competitive range. It presents each
offerors proposed technical and management approach to
the acquisition, and reflects the evaluation color-coded
scores, aswell as the proposal strengths and weaknesses.

(4) Decision Briefing: This briefing is the same as the
competitive range briefing, except this briefing reflects the
final evaluation. The competitive range charts will be
modified to show results of discussions and BAFOs. The
SSA makes the source selection decision based on the
total assessment of all elements bearing on this competi-
tion.

(b) Reports:

(1) Proposal Analysis Report (PAR):

The SSET Chairperson will prepare a PAR summa-
rizing the strengths, weaknesses, and risks of each propos-
al and the evaluation results of the proposals as originaly
submitted as well as the results of any clarifications/defi-
ciencies, BAFOs, final negotiations, and proposal revi-
sions measured from the original baseline. This summary
will be presented to the SSA for the final source selection
decision.

(2) Lessons Learned: In order that planning and proce-
dures can continually beimproved, it isincumbent on par-
ticipants to note problems which have been encountered,
and to suggest, if possible, corrective measures. These
contributions are categorized as “Lessons Learned”.
Problems should be recorded immediately and turned over
to the Recorder for compilation. Postponing this task until
the evaluation is complete results in a minimum number
being recorded. After determination of successful propos-
als, the SSET will prepare a lessons learned report. The
report will be approved and signed by the SSET
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Chairperson and provided to the SSO.

(c) Decision Document: Following the source selection
decision by the SSA, the SSET Chairperson and the PCO
will prepare, for the SSA’s signature, the Source Selection
Decision Document. The decision document shall describe
the basis for the decision in terms of beneficial value to the
Government especially when award is to be made to an
offeror with other than the lowest price or cost.

8. TECHNICAL AND MANAGEMENT SUMMARY
CHART

(Insert Chart as set forth in the example chart on the fol -
lowing page.)
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EXAMPLES OF QUANTITATIVE STANDARDS
NOTE: A quantitative standard relates to terms of
quantity or a measurement of quantity. For example, a
guantitative standard would be involved in an acquisi-
tion for services or equipment. The service or item
would fail, meet, or exceed the standard.
(1) AREA: TECHNICAL
FACTOR: MISSION SUPPORT
SUBFACTOR: VEHICLE MAINTENANCE
ELEMENT: VEHICLE AVAILABILITY
DESCRIPTION:
This element is defined by the contractor by propos-
ing a vehicle availability rate that supports the Air
Force Base Transportation Maintenance mission.
STANDARD:
The proposed availability rate meets the standard of
XXX as contained in SOW paragraph XXX.
(2) AREA: TECHNICAL
FACTOR: COMPUTER CAPABILITY
SUBFACTOR: MODEMS
ELEMENT: TRANSMISSION SPEED
DESCRIPTION:
This element is defined as the data transmission
speed required to operate in an efficient manner. For
example, A speed of at least 2400 baud.
STANDARD:
The standard is met when the modem operates at a

speed of at least 2400 baud, IAW SOW paragraph
XXX.

EXAMPLES OF QUALITATIVE STANDARDS

NOTE: A qualitative standard relates to quality or kind.
It does not relate specifically to quantity.

(1) AREA: TECHNICAL
FACTOR: RANGE SUPPORT
SUBFACTOR: GROUND SAFETY
DESCRIPTION:
The proposed ground safety program will be evalu-
ated for adequacy in meeting Air Force installation
ground safety objectives. The evaluation will con-
sider the specific tasks, procedures, criteria, and
techniques the contractor proposes to use in the
ground saf ety program.
STANDARD:
The standard is met when the proposal :

a. Defines the scope of the ground safety effort and
supports the stated safety objectives,

b. Defines the qualitative analysis techniques pro-
posed for identifying hazards to the depth required;
and
¢. Describes procedures by which test plans, proce-
dures, test data, and results will be reviewed at
appropriate intervals to ensure safety requirements
are specified and followed.

(2) AREA: TECHNICAL
FACTOR: JANITORIAL SERVICES
SUBFACTOR: QUALITY CONTROL
DESCRIPTION:
The proposed quality control program will be evalu-

ated for adequacy in meeting the requirements of
AFM 64-XXX, “Service Contracts’.
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©)

STANDARD:

The standard is met when the contractor provides
evidence of a documented and functioning quality
control program |AW PWS paragraph(s) XXX.

AREA: MANAGEMENT

FACTOR: PERSONNEL QUALIFICATIONS

SUBFACTOR: COMPLIANCE WITH STATE
LICENSING REQUIREMENTS

DESCRIPTION:

The State requires vehicle operations be licensed to
move materials of thistype. The evaluation will con-
sider the experience and qualifications of the person-
nel proposed by the offeror to perform this task.

STANDARD:

The standard is met when the offeror provides evi -
dence that the proposed drivers have at least a Class
[11 driver’s license and three years experience in this
type of effort. |AW PWS paragraph XXX.
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DEFICIENCY/CLARIFICATION REPORT NO.

OFFEROR

AREA FACTOR

SUBFACTOR ELEMENT

Nature of Deficiency/Clarification:

State the nature of the deficiency/clarification. Include areference to the offeror’s document, paragraph and
page where the deficiency is located.

Summary of the Effect of the Deficiency/Clarification:

State how the uncorrected deficiency/clarification would affect the program if it were accepted “asis.”
Reference:

Indicate the references that adequately substantiate that the data evaluated are deficient/need clarification.
These may be requirements in the solicitation, statement of work, specifications, etc.

Area Team Leader Evaluator Areaand Factor
Note: When using this format for Clarification Requests, substitute “clarification request” for “deficiency report”
and in the body of the request provide:
(1) A clear description of the portion of the proposal needing clarification;

(2) An explanation of how the proposal is either inadequate for eval uation purposes or contains contradictory
information;

(3) A statement as to whether the clarification is significant or minor; and

(4) An explanation of the potential impacts on evaluation ratings and risk assessments. (See paragraph BB-
307).
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I. INTRODUCTION. The following shall be included:

a. Purchase Request and Funding information (or other
authorization) for the source selection action;

b. Data pertaining to the Source Selection Plan, its date
of approval, who prepared the plan, etc.;

c. Basis for award and evaluation criteria (from Section
L and M of the RFP);

d. The composition of the SSET, with the names, orga-
nization and functional specialties of the members partici-
pating on the SSET;

e. Discussion of the requirements set forth in the solici-
tation, including salient points and a listing of the sources
to whom the solicitation was provided; and

f. Identification of the offerors who responded and those
included in the competitive range.

II. DESCRIPTION OF PROPOSALS. This section con-
tains a brief summary description of any significant unique
attributes of the proposals submitted by each offeror within
the competitive range. No judgments or comparisons as to
the quality, rating or ranking of proposals will appear in
this section. (The description contained in the CBD synop-
sisisfrequently adequate for this section.)

1. COMPARATIVE TECHNICAL AND RISK ANALY-
SIS. This section shall assess specific criteria against the
evaluation standards and include the following: (Briefing
charts may be used in lieu of a narrative analysis. If brief-
ing charts are used, they should be referenced in this sec-
tion and attached.)

a. A comparative analysis of the proposa and perfor-
mance risks for proposals within the competitive range.
The analysis shall identify strengths and weaknesses, risks,
and ratings by area, and any significant factors other than
cost that were evaluated. For each area, alist of the factors
evaluated should be discussed, first individualy and then
comparétively. The major strengths, weaknesses, risks and
ratings shall be included for each proposal. If a strength,
weakness, or risk appears in one proposal and is notewor-
thy, the analysis shall address that aspect, or a comparable
aspect, of all proposals; and

b. A discussion of the overall impact of significant risks
associated with each proposal within the competitive range
including:

1. Technical risks inherent in the offeror’s proposal;

2. Schedule risk as assessed against the technical
approach and the prevailing economic environment (for
example, material shortages);

3. Confidence that can be placed in the Cost(price)
estimate provided by each offeror taking into consideration
technical and schedule risk;

4. The financia risk to each offeror in relation to the
type of contract and task involved (inappropriate when
SBA certifies the offeror);

5. Production risks relating to make-or-buy decisions,
anticipated new manufacturing technologies, availability of
production facilities, and overall production competence (if
applicable);

6. Design trade-offs (if applicable) or Alternate
Proposals (if alowed) proposed by the offerors and their
potential impact on costs, schedule, technical and overall
risk; and

7. An assessment of the contractor’s performance
risks.

IV. COMPARATIVE COST ANALYSIS. The reasonable-
ness, realism, and completeness of each contractor’s
Cost(price) proposal shall be discussed. This section usual-
ly includes data pertaining to cost(price) analysis,
Independent Cost Analysis, estimates related to total cost
to the government, Most Probable Cost, the impacts of
technical uncertainty on Cost(price), Life Cycle Cogt, or
other appropriate cost(price) considerations. A summary
track of costs from initial proposal through BAFO will be
provided. Confidence that can be placed in the cost(price)
estimate and financial risks shall also be explained.
(Briefing Charts may be used in lieu of a narrative analysis.
If briefing charts are used, they should be referenced here
and attached.)

V. GENERAL CONSIDERATIONS.

a. Contractual Considerations. Discuss significant con-
tractual arrangements with each offeror in the competitive
range and any significant difference between offerors. (If
applicable - usually special provisions or arrangements that
individual contractors need as part of the overall agreement
- such as special GFP, or innovative pricing arrangements,
performance incentives or penalties.)
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b. Other evaluated general considerations which were
specified in Section M of the RFP.

V1. SSET FINDINGS. Provide a comparative analysis,
expressed in brief statements, of the issues considered by
the SSET to be significant to the decision. If requested by
the SSA, arecommendation will be included.

SIGNATURE PAGE. A page bearing the signature of the
SSET Chairperson, the Technical Team Leader and the
Contract Team Leader. (Or othersif required by MAJCOM
procedures.)
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SOURCE SELECTION DECISION
FOR THE (Name of Effort)

RFP No.

Pursuant to AFFARS Appendix BB and as the Source Selection Authority for this acquisition, | have determined
the (Name of Effort) proposed by (Successful Offeror) provides the best overall value to satisfy Air Force needs. This
selection was made based upon criteria established in Section M of the Request for Proposal (RFP), “Evaluation
Factors for Award,” and my integrated assessment of the proposals submitted in response to the RFP, the terms and
conditions agreed upon during negatiations, and the capability of (Successful Offeror) to fulfill the subject require-
ment.

The six evauation criteria against which the potential sources were measured, in order of importance, were (1)
Food Preparation; (2) Sanitation; (3) Accounting System; (4) Facility Maintenance; (5) Management; and (6) Past
Performance.

While all proposals in the competitive range for the (name) effort are adequate when measured against the above
criteria, the (Successful Offeror’s) proposal clearly provides the best food services effort in terms of food preparation
and facilities maintenance eff ectiveness and efficiency. (Successful Offeror’s) proposal is superior in terms of food
service effectiveness, in part, because of its excellent food preparation plan (Successful Offeror’s) proposal displayed
outstanding consideration for facility maintenance by providing a proven interior and exterior facility maintenance
plan. (Successful Offeror) has an excellent track record on similar food service efforts of the same magnitude.

Although the price analysis of (Successful Offeror’s) effort indicates that it is not the lowest evaluated price, it is
only (XX) percent more than the lowest evaluated price. It is my view that the small differencein total priceis more
than offset by the superior characteristics of (Successful Offeror’s) proposal. (if thereis alarge price difference,
describe in detail why the additional technical quality is worth the price differential) (If life cycle cost is evaluated, it
would go in this paragraph.)

In summary, based on my assessment of all proposals in accordance with the specified evaluation criteria, it ismy
decision that (Successful Offeror’s) proposal offers the best overall value.

(Source Selection Authority Signature and Signature Block)

FOR OFFICIAL USE ONLY
Notes:

1. Each decision document must be written to describe the specific rationale for the source selected.
2. Ensure that the decision document adequately addresses the impact of the past performance assessment.

3. This document will likely be released to the public after award.
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*“‘

SOURCE SELECTION
INFORMATION

THIS IS A COVER SHEET
DO NOT DEFACE

ONLY INDIVIDUALS WHO HAVE EXECUTED
A SOURCE SELECTION INFORMATION BRIEFING CERTIFICATE
FOR THE SOURCE SELECTION ASSOCIATED WITH
THE ATTACHED DOCUMENT(S) MAY HAVE ACCESS TO THE
SOURCE SELECTION INFORMATION CONTAINED THEREIN

RETURN
TO:

SOURCE SELECTION INFORMATION

SAFEGUARD AT ALL TIMES
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Sour ce Selection Information Briefing Certificate

Name; Grade: Job Title:
Organization: Sour ce Selection: Date:

Briefing Acknowledgment

1. | acknowledge | have been assigned to the source selection indicated above. | am aware that unauthorized disclosure
of source selection or proprietary information could damage the integrity of this procurement and that the transmission
or revelation of such information to unauthorized persons could subject me to prosecution under the Procurement
Integrity Laws or under other applicable laws.

2.1 do solemnly swear or affirm that | will not divulge, publish, or reveal by word, conduct or any other means, such
information or knowledge, except as necessary to do so in the performance of my official duties related to this source
selection and in accordance with the laws of the United States, unless specifically authorized in writing in each and
every case by a duly authorized representative of the United States Government. | take this obligation freely, without
any mental reservation or purpose of evasion and in the absence of duress.

3. | acknowledge that the information | receive will be given only to persons specifically granted access to the source
selection information and may not be further divulged without specific prior written approval from an authorized indi-
vidual.

4. If, a any time during the source selection process, my participation might result in areal, apparent, possible, or
potential conflict of interest, | will immediately report the circumstances to the Source Selection Authority.

5. All personnel are requested to check the applicable block:

[T I have submitted a current SF Form 450, Executive Branch Personnel Confidential Financial Disclosure
Report, or SF 278, Executive Personnel Financial Disclosure Report, as required by DoDD 5500.7.

[1 1 will submit a SF Form 450 or SF 278 to the SSEB chairperson within 10 working days from the date of
this certification.

[1 1 am not required to submit a SF Form 450 or SF 278.

SIGNATURE: DATE:

Debriefing Certificate

| have been debriefed orally by
asto my obligation to protect all information to which | have had access during this source selection. | no longer have
any material pertinent to this source selection in my possession except material that | have been authorized in writing to
retain by the SSA. | will not discuss, communicate, transmit, or release any information orally, in writing, or by any
other means to anyone after this date unless specifically authorized to do so by a duly authorized representative of the
United States Government.

Signature of Person Debriefed Date of Debriefing

Signature of Debriefer Date of Debriefing
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